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I. LOCATION

Office of the SA/AD/CR « Room 1053 M Building
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II. MATERIAIL

- Task Team Reports

= Consultants' Survey Heport
~ Consultants' ‘orking I'iles
= AHIP Documents o

-~ CRAG Documents g
-~ Status Report on OCR
+ Tagk Team noster

~ CCR Monthly Reports

<[ JReport STAT

III. 1ST, SESSION ~ MAY 32 .

a, ADis helcome
b. Outline of Past Year's Developments:

1. Task Team Organization and Otjectives
2. LEstablishment of CRAG

3., CODIAC Aims i
i,. Training Library Transfer
c., Outline of Consultants® Immediate Task |
1., Review of Task Team Reports

2, Liscussion with AD/CR and selected Task Team Chairmen
3, Agreement on procedure T
li. rlode of reporting reactions to OCR action taken to date i
4. Heading of Task Team tleports \ E?
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CRAG 12-58
10 May .958

CENTR4, ENTELL TGk NGE ngpyc-

CENTRAL REFERENCE AbvIsomy GROUP

Surrmaxy Task Teanm Evaluationg of the Findin
Sunmmary v, 0s e 185
of the OCR 5..J.bra1y Consaitants

1. With your ¢ooperation, during the last few months, task tesms
made up of personnel from your offices and mine have been engaped in a
review of the Operations of' the GIA Library and related activities.

These team efforts have beon focused on the reécommendations made by the
OCR Library Consultants a ¢opy of whose report I sent you some time ago,
As you know, I was anxious to proceed in thig manner because cortain of
the proposals made were S0 basic that their adoption weuld have reversed
& philosophy and approach io intelligence documentation built wp over

& period of eleven years, I did not f eel that the smount of investigation
permitted by the relatively limited amount of time available %o the Con-
sultants was sufficient to act on their findings alone.

2. The sixteen task “eams have now completed their work and have
sent me their reports. These are of course the findings of +the individual,
teams and, despite some coordination betieen groups, they contain scme
conflicting recommendations; which will require reconciliation. Furthesw
more, they do not necessarily reflect my own views,

3o Attacned for your information and, in some cases, futire CRAG
action, is a recapitulation of' the problems posed and the summury findings

£ the task teams. It is admost impossible to say, but it is 1y guess that,
O, e tasK AlnSe '

S~f~CwRe-FuT
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over-all
> the area of agreement between the respective findings; con-

clusions and recommendations of the task teams and those of the Con-
sultants is somewhere between 50% and 60%. In some cases the findings
were validated, but different conclusions or recommendations were
arrived at. In other cases, the findings could not be validated, but
similar conclusions or recommendations were arrived at.

i The collection of the reports themselves is quite voluminous,
Copies of any or all reports are available to you for retention.

5. Beginning 12 Ma&, I will be meeting with the Library Consultants
to get from them their reaction to these findings. On the basis of our

discussion, and subsequent discussions with you, I will, with ID/I

concurrence, effect those changes most likely to improve your central

reference facilities.

Paul A. Borel
Assistant Cirector
Central Reference

/

Attachment L
Summary lask Team Findings
TTR-1 through TTR-16

ce: DD/I
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AL INTELLIGEYN g AGENCY
OFFICE QI CENIRAL REFmRINCE |

3 December 1957

e e,

Project Short Title

Number =
1 Intellofax ] L
2 Machine Use -
3 Coding
Iy Selection
Y Acq - Ops
6 Fiscal Policy

Publication Procurement Ted Hordback

Circulation James Chandler 25X1
9 Catalog
10 Reference
11 Info-center Walier Moberg
12 Minicard 25X1
13 Reports
1y Training
15 Customer Relavions
15 Correlative [Munctions William Tidwell
17 Organization (Deferred)
Coordinator . o : 29X

J

JB - OCR - 3 December 195

'_ﬁ%mﬁﬁ
‘ S-E.C.R-E-T : Y
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CENTRAL INTELLIGENCE AGENCY

N
OFFICE UF CENTRAL REFERERCE

INTELLOFAX

1
Task Team Report No. 1 TIR/

MEMORANDUM FOR: Assistant Director, Centrz=l Reference

SUBJECT

1.

\.'tj: ;“

; B
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: Tinal Report on Intellofax = Tags Team Ho. 1

Meubership

The Task Team consisted of the following memberss

Chairmsn, Blographic Register, OCR 25X1
Document Division &gCR Jox
Biographic Register, )
RZuErements Staff, Office of Intelligence
Support, DD/P

25X1
\ Industrial Division, ORR 25X1
\Machine Division, OCR e
‘Library, OCR
25X1
Method of Task Teamw Operatlion

e he Consultants' BReport,
rs of the Task Team revieved
> ﬁé 1gce;igbxev'e‘m.ﬂ:i;a.'l.s , and other pasic supporting documents. 25X1

£ the intelloYsx systenm

n was briefed on operations o

b ?Eetr]la‘ize sessions: in the Analysis Branch of the Document
pivision, in the Machine Division, and in the Reference
Bfanch of the Library.

7 in 8 joint questionnalre; prepared
e T T;a:kpgzziziﬁi:eio and %o. 11, designed to elicit infor-
iy afrom consumers regarding their attitudes to and
matL o of the OCR information services. 0f the 59 items
ggiziggsquestionnaire, 12 pertained to the intellofax

gyretem.

fax test runs

ve, detailed study of five intello

a. An igzggﬂwiéh the cooperation of the UBR representative on
‘1;’?1: Task’Team and three of his associates. The rums were

S=E-CoR~E=T
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of ‘the (,ompo:,_:.ucz Creup and were studied

made with the help e B
earefully oy the ORR anslysts and comprred with their owd
exsellent files UO"uano.: in the Fides of bthese znalysts

nob retzieved by the rons wers ligted and thea studied by
the representabive from %he Dogument Divielon. The ORR
anglysts ook into eomsideration the fasters of relevance,
completennss,; use for hypotheblcal researcn pspers, ang
tltle empansien.

of the Task Team and groups of .'mLc,sr,ers ; esenting ]
different types of research prvb‘efm and u5ss i‘ Eztsllo:'gai{:
These warn supplc*non ed by a number of indivi dL_'.&l i:nuerv:;.cm_
of various rocuesters conducted by meriers 2% ihe Team.

H wrme 1ol Leny, v} YAIC]

e. A series of roand-teble discussioneg vas held be Jeen members
rE
2

£, As an e:):oc.arlme;u'b, a Cemposive Croup was set up %o handle
sntellofms runs the leference Branch of the Iibrary,
ntellofa: runs 4 ; o 3
sonsisting of one represenhailre gach from Anzlysis ra:n;:’hz1
Machine Divisicn, and the ':;b aTye '1}_14.5 chillp, represente
on the Task Team \ Tunctionsd for six wesls.
The Team held several jolnt IT‘—.:.,U-,ILC’“ wlth the Croup o
evalnate Haelr work, and the Group px 1.,1J3:C'i',d a final repord

‘ of thelr rpm‘*lem,eo and recomnendations for the Team.
| (sce :prO*‘ii‘!w 42)

7 as member of both the Composite Group and the

5 "o riews with requesiers
Pask Team, held several £ ollow-ry interviews Wl
who hed reseived dntellefesx runs duying the termre of the
wi [ .
Croupe

he A Iloy study was made of the prouessing of intellofex runs

w0 determing the Jengih of Lime censumesd in acg 91 si‘xtpen
or steps of the :i.ntcl.«.ma" procedure, the csuses ol any
sipnificant delaysg, and vhe mamner in which the process
: 11ld be hagtenedo For a period of Two weelks {68 x'ecuesbo)
t?r.», aheehs were attached o C.J_.i: J’.ntc:,Lo.LsA rf,gguest.‘sr h and
tirme in and tlwe cub were recorded for cach step. o 3 o
Thiormatlon IS obtained was sunmardzed and .rubnﬁ;ﬂ:e

2 represeniative from the qua» enent Stalff for further

[
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Lo The proseat snteliofax set am wwin dmproevenents

stiourd be roetuined.

wid be taken Lo onsure o oo produstion
o

g

’of':;‘x systen of inf
SEoNna .

armatlon noce

i tiined on the frequency of uce
coda hook, and compared wLih
cy ol ancomsng anformti oo
s
n Leoused

on regular b jenLy
, , noiude t.h(\ raogues ™
@. ' its S ¥ onr
; ‘ .". ¥ Gesired; pthier he vanis 11"“51u1""tu\2“/ or

receareh problen and
;3 wnd the number
Themush sele

L «f L=y
L0 L,uﬁu:

cenerui wnfermetion;
i r aon into ;
cuvids obtoined from mechi

ioticvw up, the requester

whae run et his needs, 1~~\., £ oLpprocch 4D noere
thoan one was used) haot vhat tymes

of tivtie expunsion he woul

o The ntelliseane Subgect Oode (_?p 3i-3 3)
3 ~fter :v'evif,:'i,sn of iho should be pluaced ~n
the precaretion of el ils ouse Thes-

roois ohownd include:

code book conhiriniar

A L
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b. A full, alphabetical dicticnary subject heading index, i
contuining eross-references and scope notes, designed B
for use by the average consumer s well as by the .
Composite Group. b
c. To supplement the fully urmotated XISC, an Authority {

Pile containing new definitions of items to be )
considered under o porticular ISC number and the ISC g
number to be used for new concepts. {Like the code K
book, thie file should exiet in both wlphabetical and
nunerictl order and each should be mointuined in
duplicute Ffor ready access of both the Analysis Branch
and the Composite Group.)

d. TFor use of the Composite Group, &n annuelly revised
card count, code by ccde, to supplement the code book.

SN ST

S IREE

C. Orgunization of the /nulysis Branch (*PP 'SL/—B%’B

L. The Document Division should begin immediztely to study
- the jmput flow by subject to determine what subject or &
area groupings are possible bused upon their present staff.

AASAC

5. AS scon &8 practicable, areu or subject divisions of the
Anulysis Branch should be mide, and & gradual conversion i
to subject grouping should be iastituted. i

6. Tne subject or area groups within Anelysis Branch should
be relatively lurge, consisting of about 5 or 6 major
break-downs, each composed of u number of coders headed
by a senior document analyst.

7. The raldo of coders to reviewers {senicr document '
cnalysts) should be such that all documents can be &
revieved, if necessury- Q

8. Senlor docupent cnalysts shouid be- full-time reviewers, ;
with grades of at leust GS-12. :

9. For every gubject broken out for specialization in the b
anulysis Brauch careful attenticn should be pald to e &y
continuing progrum cf trainlng, both formul and on-the~ 8
job, and contact should be cstablished with the major 18
using offices concernsd. In wddition, senior docunent '
analyste should be glven more formal truining in the
princlples of clussification.

)
SoBeluR~E-T
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A rotation system should be planned so as to permit each
génlor document enalyst in charpge of & subject or area to
serve with the Composite Group in the Librory, in turn.
Furthermore, the senior analyst responsible for a given
subject or area should always be consulted by tne Composite
Group, and should whenever possible be present at the
interviev with the requester in ull cuses when his subject
pertaine to a particulux intellofax run.

D. Document Citation (PP 3G —q‘1>

il.

s
N

13-

1.

The iAnalysis Branch should piace a grecter emphasis

upon title expansion. Present stundards for expansion
chould be defined and then studied by the Document
Division, which should prepurs a preliminary rough guide
inciuding provision for at least the following elements in
title expansion:

Pluce names

Hodel Wumbers

Specific commodities and types
Organizations, institubions, parties, grcups
Ship Names

After the sAnalysis Brunch is finully organized by subject
or ures, the rough preliminary title expansion guide should
be greatly refined within each subject. This should,
primurily, be the duty of the senior document unalyst for
ezch subject.

Serious considerution should be given to the training of

corze of the coders in clitation methods: for example, a

tour wita the Hew York Times index.

A werking group of CODIAC shoulid be appointed to discuss
mztters of tibtles and the relationship of subjects to
documents. This group saouldd request that each purticipating
agency ianstruct the field to use more descriptive titles and
o reduce the number of documents with miscellaneous or
aumerous subjects.

sfter a fine pollcy for titles and title expunsion 1s
agtoblished within the Document Bivision {see recommen-
doutions no. 11 and 12), FI and 00/C should be requested

o direct theiyr reports sccetlions at heudquarters to conform

to 1t also.

S B R BT
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i7. Mlerofilming of retired inteliofox cards should be
Ciscontinued.

¥, hmﬂlMMXSavhminimeLﬂwmyutypqs_—gl)

18. AWl intellofax requests should be processed within the
Reference Bronch by o Coxposite Group consisting of:

8. One senlor document unalyst from the Document Division,
sexrving on a monthly rotution basis.

b. Two or more reference librorions, at least one of whom
should be permanently wssigned to inteilofax work.

¢. One representative of the Hachine Division, aveiluble
en enll dn thet division when neaded.

d. One clerk from the Refeyeoence Branch.

19. Tae duties of the Composite Group should include
responsibllity for @il intellofax service and for
gathering inZermation from that service to demonstrate
tne various uses wnd probleme of the system. This sask
entails the foliowing:

w, EBxcept where extremsly high priozities or "erash"
deadlines are involved, no raquest should be processed
for intelliofax scrvice without 4 personal interview,
or at least a telegphone call, with the orloinal
requaster. In the cace cf non-CIA requesls, the -
consumer should bz asked to come to the Library; angd, v
if this is not possidble, one of the librariuns shouid
go to him.
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The Composite CGroup should toke the iniiiative In
waintaining contect with the libraries or other liaison
miis in outside agencies,; and should fully brief
those responsible for Fforvarding requests to CIA.

¢. The (roup should conduct = selective Followv-up
program desigaed to provide continuing informsvion
28 To the purpoges, types of requests, and results
cf intellofex runs (sce rzcommendation 2b, sbove).

d. The Group should keep full reports of interviews
and such cother records of intellofax runs as ere
deemed necessary Tor continuing study of the
intellofs:x process {see rscommendation 2b, above).

(i

a. Yhe librerians should mek: decislons regerding the
feasibility o an intellofax tepe and the relation
of the individual. runs to other sources of Lnformation.

b. ‘The CGroup’'s senior librarian should exercise

lirection over the procedures involved in making runs,

and should resolve all differences of opinion within
e Croup. {Mis @rade shcould be at least GS-12.)

ne mepber from the Anslysis Branech should share in
11 discussions with reaquasters and participate in

processing requests to conpletlon. TFinnl decisions
involving code seleetion and arrangement of subject

groups sibould be made by thic mexber.
d. ‘the representetive from the Machine Divisicn should
= available on call o atiernd the Composite Group's
sesoions, vhen necessary, o advise on grouping or
)

o the Teasibility of speraial runs, and to help
estimate time schedules.

ST DS S SR AR
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€. The clerk should perform all clericel operations,
including preparation of correspondence and document
receipts, stamping of documents, etc. She should also
perform, under the supervision of the senior librarien,
simple sereening not involving substantive decislons.
She should keep all records and forms required, and
should provide reguler messenger service to and from
the Machine Division.

21. A1l members of the Composite Group should be responsible for thelr
intellofax work to the Chief of the Reference Branch of the Library.

22, If, at some future time, the senior librarians of the Reference
Branch are assigned to subject speciesltiles, the Couposite Group
should then include only one fvll-time, permanent Library repre-
sentative., This librarian will provide the corntinuity necessary
Por the transmission of intellofax experience as it is gailned,
and for the collection of information about the system. The
requester will be brought to the Couposite Group by the librarian
in whose subject his problem lies, and that iibrerian will then
be an ad hoc member of the Group for that particular intellofax run.

' 23, Those specific recounnendatidne made in the Report of the Composite
‘ Group to Task Team 71 (see Appendix 2B, Part IIX) which are outside
the purview of the task team should be considered by OCR management.

|chairman

Task Team No. 1

Attachmentss

Fipal Report Task Team 1

Appendix #1 - The Consultants’ Criticisms of Intellofex

Appendix #op - Outline of Intellofax Service Experiment

loB -~ Report of Intellofax Composite Group
Appendix #/3 - Intellofax Runs Made by (RR for the Task Team
Appendix 4 - The 0SI Study on Document Coding )
" Appendlx if Annlysis of Actual and Alleged Errors in System =-

Study of Pratt and OST Projects.

Appendix 776 - Customer Opinion
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Lofax syoten in crder to decermine ifs

RIS

1) the encoding of requosts is unirelable;

2) the citations ere inadogue e

‘00

3)  tre systwan 13 ingufficiently used:

1) the same deba ic civen oa repentod runs Jor the sume codes;

(%N
«

5)  the service is siow, untrostworthy and costlys

7 - .

$)  the olcer cacds ave nnavailables

. LYe cnrenimpen paragn e an g @ U iy
7} the gysien reguires cxosssive cprees

2Y  the avscam cuplicates vork cone in the cohnr WCR Repisiers:

< the system Lfails o provide as high an intellechual

leved as is needed for the : ;
rolity and Importancs:

o the hasic thie gvsten, vhile most

A specific aspects of intellofax. Fopthernome, amest

sms daply couparisens ol pono sord: wnat ."sts fexcessival

caret wiuh whal proeess, che. 10 1s gsswaec that n

of exyiag;

sitracionr are the alioayanatives in mind,

Tesr hos deoeided not to uss thess nine poinbs ag heads
JFor iwo wreasoas:  Iirst, as the s ting behiad noat of i
marigons with other '33”“'1‘1»19 ny*n"o-. ag or vergions of
~.).‘;<;«;;.': points au they ap;uar apcve a atber treated in
¢ Tagk Tzam 43, ¢ bhe l‘bnr;:~ Aves su 51,3' d by the
sre aiscoused; seoond, the vost telling g :‘1.

copno . be undel ratoo l o owaiuabed vithoubh a stu
';--,:bn’nu:';*‘ el e inteliofax system. Just what is in ml.r).:u.
;‘.‘}zr.‘.‘l} i o seevi it expested Yo provida?

t
geel
enal

Apinls of a discussicr
e And funetiens of g lofur syvehen, Jollowed by
i N} recormands L)«m coneirping cach part of toe
v a1 bhe nir ; isted above will Lo reoames

' o bod Lo adssion aroo swuay
1o sucoest waye .

g Whacusgsed an oetn

Cpoport, bhoyefors, o
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et _tht points made by the Consul
. “wliofax system can be corr nared vl

T

tonbs Lo an asswaption that
ciluatioss,  n seneral ) 1 ._.1 ”f‘vi);l'V(.'nL]]._OJ\?._;" i brar;):
,,,,“t For the sems e ) “{f COUTge, T‘sz.s is trae; sines Loth :i;_;.':-zuems
posers o .;l.solsb custoneis tu retric w inforng.

“ion, Houever, there are meny specific didferences in the eavivcomernd
A these vardous gystems that preclude a 3successful search for an exazt
nelogac of intellofes. Honz‘;u', comparigon of the intellofax system,
\,-<'w:cr in Lts methods or its ecosul ba, witia such external situatlons is
nO% valid until the requirements, envioanent and Tuncticns of the
wntellofax itself are carefull; delfined.

Movher point inplied in some of the critocisns of intellofax
nagsed on Teonventi ond H 1: brwry experiencs iz frat the Letter is rela-
i,j‘.‘ely free from such flaws, or ab least that outside iibraries have
ept therr sirdlar prcr,.’.,l_, to a rianirum. As we shall see bzlow, this
o not b,

The discussion, then, will ba
4igting of teo secticns m,u wled for the uanlaitd
nel been whorouphly femilisze with the intollsfax over a long t,z:x‘loa o
tina. These sections, the first & shert expesition of similar p*‘obloms
ia "eonventdonal! le‘v»'*y systems; snd th second & vy gensral dis-
B cssion of the role played by Jofax o 2 lavcer inrormation syster
‘ sndé the prebloms it faces, wil

i with a g;e:rw::'_l Lquroduﬁ ion con-
those wh:o have

e
e
0

11 then be (7’.1"";-,\:(1 by more detalled
cansideration of what can be dene e dmprove inbellofer.

The remedinder of thig repordt will thu:z adkere to the following

canline:

ho the Syaten

1. Geneorel Introduct

i, Couvenhtional Fystmms
R, Intelledfax eary of & larper information systen

(hery and Anziyst System
as one ol tac central systems

te  Central
D, Inteliol

9. Intellofex and Informavion retrieval
. The natere of the inzoruation and of the

PeQuUEs | pattern ol couoursae
. Possidle Loproves within Inteld lofsex

AL Putupe deveso
p, inteliipgenco
.)~. rpponization off
1 Bocumant chuatlong

L. eniveuent orf intellicfan coards
P, inuellofax e in bhee labesry

R/%-10
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“eneral In Lroduetion to Lhe systen

i, Conventionzl Syatems

Al -
are ;gvp}an:Gs against indexing and information retrieval systems
&re no L \,o.n.f‘.;;led to the invellofax system: they are not new. For
{;313531'3‘:";;2: Ta‘fisgil‘;ffolti; beren subjectsd to increasing atback,
3 e ol o
" 18 nol news that the critical eye of the library profsssion
has been fceused on the Library cataloy aliwst continuously sincs
the mid-niretscenth century. In La it i 16 exaggeration to
say that throush the yesrs >, the cstaloeg has Leen a favorite
whipping bey. At vimes this eriticice has bzeome so violent
that one ic inclined to think that sone sritics mizht really
prefer no catalog a% all to one zo full of du '

fects, 1l

Tavber furtier cited, as one of the mejor difficvlties, the lack of
information a2y to the usg to which the cetelog has been pubs

"uch of the dZfficulty with the sudject cotulog seems to stem

| directly f{rom a failure o define precistly what ithe subject

@ catalog is intended to do. This has never boen done with enough
precision.  There is resson to belizve that Lt can serve well
only cervain necessary bub linmited functions. Obviously a
definition of functien crn have validity crly if it derives
from the nse e which the subject catalop will be putg“ﬂZ

In 1957 indicated these difficrldies under the follow- 25X 1
ing three headdags:

w1, The mental. processes invelved in ‘infirmation retiieval’
systemg differ from these cuployed in ouher medes of

access Lo bookss

"hers s nw universel systen of clacsification appliceble

te il situations, just as thure iz noe one pattern of

hurizr: thovghty

N

3. The pattern of classification appropriate to a given library
. situntion is conditioned Ly {a) tue velume of graphic record,
(1) wh eraracieristics of the record, (¢) the pattern of
ghoueht of the £ic)d, wnd (d) the patlera ol thourht of the

individuad user,”

. ot et

L yaueice Moo Tuber, . '@.(Fi;i'm'
@ Colupbia tniversity, New
e

Joct Anadusis of Librery daterizlis,

2 Jbid.
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@ Bt el

Shera 0eg Y .
probl or%u - OB w0 discuss lhese in a way vhich roveals maryy of the
) ms that exist, 2 fortieri, for intellefax:

TYR/1<12

h] -
Cor tg}elessgg?{gi;iloftnfﬁplp ig Fle;ilfe?f:x't:z gnd .funglamex?talg
reconciliatio;x of 't."r?r;;jﬂlzfl‘?:zon 0{‘ C,J(f‘éFJn;}C r‘f’cor'{f? lmpl’l'es *
of the text, (2) the <:1S:ut’ ern.,-s} L}*E)Wﬂtf j..'aou;,ﬂut conti;m't.
DALIETD OF o u':‘ 8% ,,.?l.lre 0‘, 1@ L Jratﬂfl."?-’, an‘f (.)) ’-bhe
: reeourse.  The first two are relatively stable in
tnat.fo;' any single document, or colleciion of documznts, they
remain fixed for all time. Zut this stubility is only relaiive
since time brings new documents with neu theught content and
new structural configurations. Iut the patiesn of recourse to
U‘L literature is a constantiy changing veriabis 3 it differs
from iqdividxml to indivicdual and ITrom type of use to type of
uge. Yet we ask of classification that it harnonize these
three patterns, and are guprised aad disappointed when we get
only disjuasction and chzos. :

"Claszification wus asked to do what it couid not Qo bacauss
misguided inen assumed, first that <here is & universal pattern
of 21l knowledge that will be all thiags to all readers, aad
second, trat the pattern of thoughs content of books spproximated
that of th: thought patierns of their users. fctually, of course,
a book can reflect only the thought patterns of its author and
these cen be subject %0 an almost infinite vaviety of interpreta-
tions end isental manipulations by its readers. In effesct, he
who classifies a book in the traditvional library sense is saying
*T knoy what the author had in nind., I know what this book is
gbovt. I 'mow that i+ 1s like these bLooks, but different from
thoze books. Therefore, I will asul n it this classification
sympel and put it en wnis gpodt on vhe shelf boecause I lnow thaw
the reader:s of this beok will use 4Lt in asscciation with these
but not in association with these.” One has bul to state these
agsemptions o reveal their invelidity. One cannot often e
dormatic about an cuthor's meaning; one caano® surmise categori-
cally bou o beok is going e be used o by whom. One cannot
aresunc to know with vhab other bouks ihe user will associatve
this serticwler title. Bul verloas most preswiptious of all is
the implicut:on that “he sataloger can, in the process of classi-
fessence’ oi the boox, for even the simplest
thing, a conpsitrush, o oattern of infinite

'L}

£4cetion, disiill
book 1s a nay:
relationahpits

et v e P e b b A AP s
i st - A4 S

Serneture onc Coacepbuedliasavion in Clossifi

Rotrieval®, by degse B, Shors, in
1, Yolumo X 1957,

b o1 gL,
3 BTPatiert,

Tniornation

@ in Docw

Al 30T
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The bag It .

problen weighxzzr}cdc;:orrfzrf.’e]rmex_* and apply to the intellofax
human tou bt hﬁwn g:«s:..u.cgtlpn depends upon the petbern of
of thought in the :;;urj:lg gi js;fng.-lef.».mj‘.‘remfa]' s7sten.  The pattern
recourse of tn res'ear.} nts is idlj.u.‘eren‘t Irem the patterqof
of flux, In the co. C;ez": and woth are constantly in a stete
Furthon comnlicate:idg ‘o.: 11:ue.3.n.tellofax system, the picture is
depren of {féne:rali't‘ gc.».hse T,lzcv flocuments' very greatly in their J/
a varioty ot -1 Y or specificity, ard because the system serves

+ customers whose neecds of'ton contradict each other,

B I * o . -
o Antellofex as part of a larper infernation system

Tntal by e 2 . P I e
s n;; "ziifé?; 2; ne;Jf,tu?c:Ll vil. be contined to intelligence documents s
o intel]_i;enc: d;cmﬁz ﬁn 1 }e?rger systein of infornation pertaining
S AL nce: socun: nT“.’ . ;L:?“C/&lloi:(‘.’d{ pla;vm the role of & document
: o Coiprete inforuaaticn cycle exiends from observation of
&n event, thing or plece of pager in the Tield, through the e*mena by
ing of a repori of gone kKind, which is edited 'fmth in the t‘ioigf g
at headguarters, through the indexing end dj,ss-ex.ﬂinat;’t ng ‘;"uhctgcminqu'
the rfzsr_sarchel': who uses the resport, togetsher with o-’ct,hgrs_ from El:'e }
classified document system and nany from other systems al *,;relil;h 71
to weite a syathesized report of his own. ST TR

\e/

Lech ?f the L;e;neral stages in this over-all classified information
system affects eacr'x.oi‘ thf:.-’succeeding shaeg, while the demends of the
researcler, the patterns of his research problam, mold the entire
gystem. For a balanced system, one whcse ides ! impossibis to ;"“E:L“' e
completaly) is complete hermony betweer the research prokulem ar‘dbth(:“
information flowing to the resecarcher; constans udjus'.tmen'bsh are: nec:r:c.-
sary, not only directly ir the relatior oi each 3tage to its sucr*e'er;i:“;xw
one, but indireolly through leed-baok boiieen wach stage and any otiers

a Sl Bl T
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l’l.‘;e ?1oefis of the researchers, which rold the entire systen, are
not simple bug complex. Not only does the pattern of recourse of
ea.c'h res2archer change in time, but there are mony déiffercnt research
prodvlens and usny different researchers. The veriations in their
Eatter‘ns of recourse must somchow be reflected in the inde:dng system,
L‘,hough not necessarily 211 in the same merner. ome researchers (e.g.,
I‘-I_LA/(:)Xui) work on problems that require inforuaiisn on specific subjects
within general areas; others (e.g., Ceog/ORR) need peneral subjects
1*1.1‘?; very detailed iocations or areas. Sone researchers nced informa-
tion on specific commodities or named objects, cthers on broad trends;
some need information of an gostract nature, others concrete. Cutting
through these distinctions ig the problem of the availability of the
information: in some areaz or subjects, inforasticn is readily
availanle, and the problem is %o isclate the bes. data for a specific
oroblem Lrom a mass of materiels in others, intormation is so scarce
that the researcher rmst noinfully collect scrops and subject them to
detailed analysis.

Most of these wets of problems exdst for the Yconventiocngl" library,
and classical library practice hias Leen to develop a number of tools
rather then singles, sll-inciusive indexss: 2.(@.. geaeral cabalogs,
special catalogs, specielicad bibiicgraochies and indexes. The diffex-
(;iw_ce for clasoified documernts i3 both s mavior of degree and a matter
of time. First, chen a problen is assigned in intelligence, the
availabitity or scarcity of the material does ncw alter the importances
AL the problen.  An effort rmush be made o collect and evzluate date
no matter how difficult this may be. Uscond, intelligence reseaichers
are alwazs working under d=adline conditieons, These deadlines vary,
but no researcher ever hes ali the lelsure to do the job ass well as
ne would like. The inteilofoz, then, must hely the researcher chtalin
ipformaticn, no matter hou difficull te find or scares, and It mst
perform ~te function quickiy

Tnteilofar 1s, then, pi:
whe pore peaneral cocle, the ley ares iz
iy pdescingy and digseminating. There is no

¥ central indexing
We cnn rake twe dishinetlons: first (F below), Letween ths
cantrodl sysbin end thot perforned in the
and sa2cond (7 below), weltuesn vorious
ri tha centrel sygban.,

gyaban. ’ e b
indexing corricd onb in a
office of the reae:nﬁche?i‘
different aub-systemg Wi

-~

ORISR EI%
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1. ¢

entral. Syztem and Analyst Sysien

hes Tew glﬁcﬁzugl fistirlci;:'L?n is vi‘baﬂ..,: z*.:r}d one whe;re GIILf‘s prqblem
Rach docu;-“ont ;asl).l;‘l:cz‘[%a‘lj b:;l _».1:1 the wor}.c; olfOﬂV@n’?lOﬂ&l llu;i*arlesq
indexing é;cl;: - FIE Sfte .i:..u.dt"]:east'wo cb.{cfez.-om.wuys dl_u'lng the
I‘O‘fem‘c}bxers \-ﬁ ~J.f.) ,‘,4_1; .1‘s.?«§.¢sse.3rrun{;.te<.1 to 1.;he 1n?eresugd

sear » ¥ho read i% and file it, if important, in thcir own,
or analyst gystem. Second, the docunert is indexed and stored in
& central syston. Both these types of indexing are to serve the
same purpose: tre needs of the researcher, present or future.
Howevgr » 1t is important to reelize thet they are not necessarily
redundant., The centrel sysitem is not @ substitute for the analyst
system. Both are needed. It is not pessible, therefore, to measure
the lack of effectiveness of, the centwel system by the size and
number of the malyst files.! As a legicul extreme s it cen be said
that zach different resesrch problem requires a different pattern
of indexing, & different file. No eentrdl system can provide all
of these pattorns simuliarcously withir the same over-all indexing
structure. Thz =nalyst system is, therefore, a permenent and necee-
gary psrt of the general information cycie. We may say es a first
generaligation that the function of the anelysah system is to provide
a detsiled pettern of indswing to snswer a gpeciiic research problen

Digrogzerd of this principle in the past has led to confusion.

The agsunptiorn has been made that if the researchers uere confi-
dent that they could recover Just the nmatorisl they wanted from
the central system, then thay wonld not maintain their own files.
This was wumlicit in the experimentel period of intellofax, when
the researchers were soatracting and coding the documents they
wished to nlace in the central system. Each was given a code
designation fer his own inpat, and the theory was that he could
then uge the central system Lo recover just his own decuments

and po would rot have to maintein bis own file, However; this
syaten conbained an intersnt logicsl difficuliy: each analyst
whahed to code nis doctiients according ve the pattern or recourse
he needed at thz time or could predicet fer the future. No two
patterns in the present colncided; end no provision wes made for
shifts of ecmphesis or fer nesuw problems not anbticipated by the
sndividual researchers. Henco, the central code systen lended
acone overburdened and contradictesy, leading the rasearcher.
attenpting to rccover hig own documends, to fall back on
£413ngz in his own office co that only bis needs were

=

1o b

FETR OGN I
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or ?1333 of ver: similer problems; the function of the central
grmeen Le to provide for char ot lr sueh problems, to serve as a
mALeix or penerator for new anelyet systens when necded.Y

. ‘1”2;.'.:; elemant of chenge is the crux of the oroblem. Intelligence
8 & Lield wvhare chenge of emphasis, subject, aporoech and priority
vival, where thare are clements of fhmm’ over and above those
-nherent in the nommel library si Lua‘:xcm With thig in mind, we can
PDI‘O"LCI'; the problom closer by analyzirg the uge of the central and
onalyst systems. There sre two extremes, and “many steges in betweens

Sl vl ol

2. Amtdeinated question for which en ondlyst £ile exists

The researcher is vriting @ peper on a problen that he
1as forgssen in the past, and for which ho has pleanned by
nstiituting a continuous £iling ‘"'"S"“L\ o’ his oun, arranged
1 thg proper structure and depth wyer the anticipated
1estions. Thia £iling has been a &

tim v--congu_mng, and expen-
ﬂvk, procedure. The enalyst ox bis assistant has spent p&.‘(
of each weelk reeding dozuments and ono es8ing them into his
Mle, fn ch is constructed to £it his ra 1u3ranentm When

he Legins o write a paper, he neturally will rely mainly

on hu, cun f£ile: this is wvhal he has spent the time for.

I this case, whabt are hig demsnds on the centrel system?

He wvishes o use it for insurancs ~- thah is, he wants to

be sire thet he has not missed information through inadver-
wencs, dilscontinulsy in his filing operation due bto persomnel

!

g

4

changes, absgaces, ele.
3 roquire from the central
115 ; i12€ a nattern of recourse
asgenbielly similar in structure and depvh Lo his owng

hacouse thig is a checking opexration. .H.: Wanvsy il
specificity in jusi lhese subjerts and pz"rt- of sul
o requiras fov his papor, e es aiready iuvestad & con-
caoun® of time In the maintenancee of his own f£ile,

sidersole

Y oime confusien here is uell 1llustrs 7 othe Libracy Consultbants
Lhey state thay anolyvs MG 'a‘intai"l porsonal iles
sealo beeauss Libeary scevice is poor anu undependable.,

ted
L o
LS

reans to velon cniy oA mathes of' da o might be
vhaps the ar wxu* or rescarchors ave > o trust

- 30 whien needed., Dutb if
roeld Le st
SOTULEVL 9 iv is not '\,'YI‘,L‘CC«-“

srohier wonld uvu'l ]

e toedny

3 ,*ft'hr

e
" ennd catai g

_—
..d:, gt

’
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t"i:l\'i Will not be prepered to invest nuch more in retrieving
his particular pattern from a rwre peneral one in the
C\“Bntr'al systen, Hence, if he does not receive the informa-
tion he wentg in a form he can use witheut oo moeh worl,

h‘e is dissatisfied. e wants a high degree of relevance -
that is, he coes not want to vade thirough nany cards and
documants not direcily concerned in his research problem.

If this were the scic use o1 the central system we
would have returned to the dilerma notec above -~ each
anelyst uvould Like %he centrel. syshem ccastructed exactly
to sult his nesds: $the myriad gtructures necessary would
contradict each other end the general relizbility of the
central oystem would be nullified.

0. The new problem for which no anadlyat {ile exigsts

A4t the other extrere, we have the cese where the researct
probiem has not been anticipated to the extent of maintain-
ing & file egteblished for it. The structure of the problen

| has chuanged, its area has changed, new areas of knowledge
“a not anticipated before, ere nev conrected with it or the
problen itself is new. In this case, the researcher deter-
mines that his own Tiles are irnadequats te answuer his Ques-
tions. He must rely orn the centaal syatem. He has 146 be
prepared to work at the answers o since he hes not invested
the time in hie ouwn file for this purposs, he must invest
in the central systom. To answer this type of question,
the central systesm must remain relatively general -- for
the' kay to this probler is the dynamic aspect. 4% is an
arionm {2l least with "intangible" or abstract subjects)
that flexdlility is cnly posgilic at the expense of deteiled
specificity at the input stage.

Ihe researchor rust be sble to ask the centrsl system
for informatior on a broader subjeet thaa his new problen,
snd then mest be able to invest ftime to lsolate those items
pertinent to the problem within the more reneral population.

A

This Is the moss ilrporiant basic purpcse of vhe central
gystem: iog ability tc generaie the wrsvera So sy problers.
The gonorality ol the system is, theredore, to LE carefully
ruarded. L0 a contiict avises beiween the needs of the
rasearcher in situation Ma" abeve and those in situation
Y, the second mush not be sacridiced: for the analyst

sratom 1o the fMirol lire of defense for situstion Wak .
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2. Intellofux as coentrsl sysloms

The inteliofax iy nob bhe sopving contrai
incexing and designed to o iitions deucribed
apove. It wust alvays be ramsmbered are othsr such
central indexes in exiatonos 2ow .r,m! sthers sre nosslble,
each of whickh conid be deslznzd o rwraat purposes. At
prasaot, the source card file and the snee Publicetions
Indey are bwe such payallod contral thor supmdensnbs
syacams could be instituiad withoub smbellofex redandant:
for instance, & hwrd copy chyronolozls idz, ov an
puiliavy open card ca ',:;:1,;5.;1 |i, }n K datine cleardy
the migoion of ench of Chosa : o what mach conld do
\.b»"*' the inbellorax canoposth, "~.507".€~ o the
needs of the ."o.,("'*'c?w . He o the mission
of tar iptellofar proucy. 'V

> 3.

1 lofax i mov & full
inforpat in vhich the rescarcher
coopera el ; Y ) *oraibion be needs.
Tntellofax doos nol Lror bhae perdiacoh decwionts ddrsetly to the
POLOATCNER . PO ‘ wrEnces vo Goounents

included in Shaoss decenewnd: be will nsed for
hig n‘o".lf‘-m apdid s bhe ansarchey himoeldd
d R o by e = Ry
pleys a Jorse R ten she centrel system.
Ue worpsl g_v ons G wine which documents he
iiglicn Go S 1s a cooperative
. T L he Lliuminated
- ,f;":: el syveten betwesn
,m_ 1 roguirement for
Qe ¢
T . de woaot anmlieoblo o b o : e ".'-: san of subject
gencrelity 19 W aole o Thae 3 T £y pr of pubjeet
- t ) e o o
cr obhject are; DEE D
W ligonce documents.
5 =)

( SATEN e
‘J.m )

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

rmahon Cyed

ol .,

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

TR
AT . ‘,LLL:;.;;—

systens or paxrts of
g :f':._“ non-intelligance
sivvas, bibliograpales,
avion cyclas.

Povin peeb




Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6 |EANEEEEERRd"

VA

e

[ i ) b
v R ‘-l*_‘ ' .

ROCTE

TR T i

ST

; Siace nuoh cribioism and

LYl f'\ Ay .;: ateneY i\;‘ﬁ {UI': "‘I)TE? COnE L “
ehie noint, we el ecreine

v 1o

& greay deal of conbroversy woise ab

c¥ulal
I in seme devail.. Tn 4he "e eyt
abslracted fram ndividaal ai:s

the role of QCR snd ke eole of

esn 2oy, o g:c:»‘*x.. 9
S S AS (lul 4] f”ﬁr"‘,c(,h. g, abowt

seechieye A

8 XS N

vegenreher should periora

wseareh. ‘Thiz means

ropeareh {other things

ws ook @t opsvations

e, woat does hoe Ao
X

- 'I,‘ho firet, 208% sinple point
il Junctions vinch have a wmllus
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Wogrouns whiek inelpde those ,mbm,-.r‘: e T » chosan @k geaerally
pplicable, o

any corerete situation, bkt role of SCR mnd that of thz

In
reogRyeney ul ovdd be defined "o:y" reference 40 Uio guesbloas: Tirst,
hl"v 53 '(ﬁ'& :

Ia

ave, omds Seeond, of' g much

i o the
% ragearthop?

v‘s.*‘ai D IO c:r* 3 to

1)

fetal

Y. The patwre of the information arnd 3;», Loe reeuesic e
patiern of rocomcrae. -

exiofg: ig expreted to handle all incouning clasgified
£:16. to servies a praab variety of Gustamers, =il vith
F vavterng of recovrsez. Tz, there are o :-';.v.mb:-».::- of
dmmmm *‘c:__rg-:-z.c-: of dnformeticz and copstmer e
satisficd toneouslys no wonder dptel
eVer yDOLY buve already touched opon

vhe use o uwk .u‘:a intellcfox 13 pat iz Lo
e o the othey differcncss qu in fc..lmun@e

ayey LEmS
e. letur: of the zubjes mawtsr of itccming docupenie.

Locum ?n.'t-ﬂ cum’-;m':r;?ln{; the oystcoy range throughout whe
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3 degree of stundurdi-
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" Henea, o jeptiris inforyation can b2 wore easlly coded
A politandd oo ol sefentivic. This problem, houaver,
iz farther g mzlicac:d by ke differcat ‘ypea of revorting
sven in thu 1 elens : “1eLc:- scag inconiag informatlon is
vritien by '..fmlu.L % in thedy subjeetn and tharofore
cpproxinaten the oo yxuca}. literature abeut which Coblaons
way opeakimy.  fewsror, @ ogroat das) of ths reporting 13 done
o by non-greciu iists o '\ut sudjacts they ave st eni.irehr
copetant t=.>‘e11.3m,,;-.x, s0d ge seme of the precisicn of terme
is lowl, or fand this 13 mare dasgercus) the tarms are used
without undizetanding. If toeyr are coded as if thay were
used preciasly, »eviisval by real cuJect epereialista ic
iitkely %o e cenmiderivly of f the trock.

b. Fature of e trio flic = QUDjYC 20d opjeets

.
s e Sa .y

a———

Allted e tre distinctica Gilscussed 2bave. bubt cutiing
acrode it, L the srevee betweean absiract or inbangible
subleels aud ppaeiti R djesis.  Any document may contain
Poth 1 yees 3 fbers. cowre, PRI mi;uully exclusiva
c-.;:’i_-.ir.icn“ can Le e of sach snbiects and objects, since

ey averlen, bet thelr exteswes shov difPerens types of
nc\hrw..~ in £ elissiziication and rebricvel scheme. 7

g

Spreific nopedd object de teken here to include: orgaui -
zasions, P le, plente, geosgrepale place-aeras, chips,
grecififc eowroditios writh molel-zurhers, ate. 9/ This tyo T
of retrieval leods Lioell to s.:,a,ificity detail spd relstive
stability (wten camprned wita absirect or Lianginle sudjects ).
The cb,jects ca-'z be codsd «ita use medifiers vhich are nuot ‘
classez of Ideas avkernecting the ricery ~luss, but clasces
of en entirely ILffarant ordsr from the cbjects. Duo to thei;:
seletive slalility, opecificity o retriewl is more rossible
thon with Lotanglole subjlects.  Tonee. we cen devive Trom

o ma -

14 ie recogeized $LEG b s mob wa evacy

c
-

‘cg;:?.:.-;ﬂ_ definition, since,

gbrictly spouking, # parscn, oo indasteial plam an org'-z.niz-.i‘ion
or ¢ geopraphic plac2 atwe wre all ipdividuals, sille "MIG 15Y 4r &
cb:m”»‘ Aowevsy, v oare freasing thy distinctTon aus a satter of

of eaic «- and here TAER 15T s closer o o specirtic
muvid'\“l obteey Hlon "JFeta'" ar "Alrplauez" vould be. )
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this o rough rule-sfthuwb, that o) mechine procsseing i

i e fulteble for thiz typs n, and. b} thot thio type

¢ retrigvel londs itoel? baobbey to the "ingurerce” ase of
i_}ltef!loi"m{ than the intanglble subject. Ons furtber
¢diferance: in searching covds vithiln the intellofnx system,
o far lower hewrdstic volue cen be obinipaed Por the ressarchor
for these spacific ebJuete. 10/ Since this iz trus, OCR

can more legitimstely teke sver the scavchisg furction fow

the reguester med perform true informetion retricval Panctions.
Taiz is the basic reascedne behind the seprraies existence

of the Blographic and Indueteizl Regloters, botk of which
rarform inforpation reteieval in ths full seanze.

Intongible or abeitrack subjects (Gefined here simply aeg
those not comsidored as spcific pamed objects) show differant
bebsvior in the clagpification schewma. BFived of wll, such
subjects are fay msre 2uscepbible to consbent chsunge, sione
they are rolated move clesely to the conceptual thought
aatiern o Yhe moaent. They 2ust npot, therefore, be codsd
in teo great detall, lost Lhis force &b wiure wpahieras of
vecourse dnbo a struetore valld only toedey. Sueeepbibilityr
to changs, then, leads bo the vaguiremsnt of generslity. It
15 for these types of subjecbs that the code must roaawln
gensral go thoet the gysta can be ased for generating new
files Por aew problems in the fobure. It iz for the sobject
apyreach kot H.P, Lukn’s dietun is most applicable:

"Moe wny alfect a systma in a ... umy thob wpskes the
ahift of skilied alfort o the ovnbput phoce move desirable.

o

LY
reesndve additing obvicusly noreasss whe Likellhood of
bias due to cwrrent inteoreris, exper?
wigly. 1@ consegushse taem asefuiness of the symiem wi
he reduced 8 caphoses and ionterests change. IH wou
theprefore ampzar that tie less inforantion ig claseified

and eontracted at the ispab, the wmere At will Isnd
itoels bo dyammic intergeetetion ob the eubpub....” 13/

1o bhe Firad

o ins

Phyoicsd Ynabitute ab Roa angbis Yo Kook
: He bhon mBerosn: EOUPRE, whe
he ke e
gagis TE 1nads Lo his sosy & otroabzey o falbial hyoothesis fo
y 1z Technisehe

o TN
e procens of ellalng

[echschale oy o the Sulences ovr ol
i faald Tndversity.

n.P. Lubti, IEM Jourmsid of Seocoreh

)
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e that thiz pro mj"o: TEE auY crli‘.ler conclueion that the
regearcher mnt e prepeared to dovest more sHim: dn 't.h;z wae
of intellafax wh«,n his purpos: :I.rz to generase a nsv fille.

A fwether point can be made choul thece intaangible
sublects. It 1s he

e thet the greatsat hewrdstie value
accrues o the resesvchar hiwaeld, and, thersfore, here
whera OCR has lench reeson ©o essume the sesrch fimetlon.
Yellure to recogalze this lzads to mlcunderstandings between

the rezeavcher snd those responaikls For the csobtral 'l/c“iszx

An exomple of this is giver {for conventional libraries) by
L12en Hazen:

"I think the traditicnel coneeption of cateloger and user
working ot cross puwrpoves somewbab rosis an imporiant
int@l’_oet*val dintiinction, znd X susgect thats failure bo
underatand thal m.,tjnc-;z.cn produces wont of the art
awong librericas 2nd profesccrs.  Tho catalagss
pim ... 49 ‘ho 'J":rm'::i'ie togicel and complute coversge o-

Tealin G

possinil *‘4 cr veelup of ideas, whereas the v&c‘r alagast

nlways cones 1":033 one point, looks 1denyg
-] Interuesting woe him uwithin 2 nerrow noet aw
B a1l iotercated in the intellecbaal of nis

coverese ob this woment. He is look - fact or

theery, aud dose zm‘c stop o think whet here may be
other intellechusl ;g:osm‘.b'_zli'ési =3 ot of g of hig
narroy Snterest. Hence thz cataleoger is sure 1o have
Qeadwaod or nselass hegldin

dings f?‘gm the wm"ﬂ’ & point of wiew,
hecausa for <he ncument e is interesied, say, in sestheiiem
only end nob in the lorger Pield now covered by the ne-:vr
word salology, O i hanpens o ke an e::thus;" &
axlolagy, e iz o bit pob cub becavss The ibrary
0 1«,\Lu oll sublect carie to 1';.:, his newly coined word for
o poriicuier appmroach Lo B gopkical Imowladge.
librayry hno 1ris wnjecte for as m‘.'n.
ethles, end 1t i: 2 b= 'lut«...Cl\.C(L because

&
o

[N

*

!J 5]

to anticl ac s movament omeong phi lﬂ"‘Cu\llwl"f}

that tends to cenbine buo logical O .J dstong of philesophy
ynder cone functional weed.

"o Gne research uafr approsches the catalog by cubting
ACTOss i;hr.z _L.-.n'eu s‘f."':*.:\lf arily Iaid dowm by the subject
catalons mgm wat keep the logieal d&dwvigions
of kaw : undar which the books
belons. tie post elemontacy lovel,

A3

to ses alld b bocka

the rogessehos 2y \
o7 abost 1fih contavy French literature.

avouh amsiiy

Tnsbeed, he wvants to fiad Jewbon i French litarature, andt
@ for Shis thers con be ns sibject enlry -~ at ledsy now uwatl
P g
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Friwre Devalo

DAevomment o she Peeiend Systen

Saserving for later lsmimaion oho epacific wayo i ubich the
breseds gysion cen be Lmw soved, 3% may be stabed o6 thde puint that the
BYALer nus vroved o ke 2 worueble vescareh aid for o nvmber of anmalyuhtia.

L1700 30 mumercus shorbeozing were asted by the ledividnale vesro:a"ﬂu{;‘
to bz guesticrudre, the resilts inldlcate o gemeral sabtlsfuetion
e lamie wmsiel of users of tho gyvstan.  In rasporse $0 the grastion ro-
inving to ssifsfucticn wish™tie syster, 217, or 78 pex cend of the (178
nifrlicals vho ntated Hhat they used +ho syniten indleated that the

pesvics: v elther sadiofazbory or myce than sedicfactovy. More slgnifl-
cant, porhons, in tho Pecs thud nery of the auslyvts wio nole that lese
than 5 per cent of the G "-.lm(‘i"tf:: ars porefucnt t¢ a given avbject, or

thav moie T - 50 ar ; Yo perbinont docvnenta Reil to shovw D

on an istelic -mrionsadre Last they were celiisiled

“he
LlGi *.r!.v,n. t‘.w ayster. - A raugot outb An tha round

saalyos &@ 20U amaware of the tremendovy problems

vasion from o widy varicty of aounees

ple < Fing vascazch nouds,  Joder cerdale vlr- A

@ u LU VEENLICUOT3 enigEet s.nd oo w1lling to exmdre o vast saount —

of ma‘s 1u o) oroation they nzzd.
With tre sdosbioa o the apeeific pvoperals of the fesh team, te
prasens pyYsiem cen be aupe ated 'y do 8 vatter Job £aur aralyeis in the
avy

jesure. Reterbicn of the aysien will olzo enable ns to gather meberial
peaded Co study cerdedn bl in &enter depth. The axperizuce (gined

3
Joi) L(: 2 of 2 ce =abral clagyiliied infomnmticon
203 t ctlon, hwes not led Lo eny
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tg;oz;i;:izgmn?‘_‘rill enable OCR to make e judgment as to the type of
agem;y. retrieval system which would best serve the needs of the
of tuﬁ"'gifany, the futur: of the central system con lie at either
the reft tremes or at varlous roints in between. Oune extreme iuvolves
e refinement and improvement of the intellofax system of the past snd,
ultirntely, the further development of these modifications through
the odoption of Minicard equipent. This would be another step in the
direction of machinc manipalation of coded and clear-text information
a8 a central and general-purpose retrieval aystem. On %“he other hand,
the central system could bz split by moking a distinction between pamed
, pbaects erd the so-called intangible or abstrzoct cubjects, as defined
‘end described in the Genmeral Introduction. Ramed objects of all types
could be removed entirely or treated geparstely, with varylog approachas
vp to the full 4nformation retrievel capacity of the Reglsters, and
could be subjected to iuterasive machine comtrol vhere necessaxy, probebly
through Minicmrd equipment. It 1s for this type of wmaterial that OCR
cen-provide wore service to the requester sluce, 28 noted sbove,
heurigtic velue ic much lover iu the process of cearching for the named
cbjects. The sublects rorninicg $o the ISC when tle namel objects are
separatad (either physicaily or logically) are the abstract subjects.
They cbay Luhn's dictum that flexibility requires generality in the
input, sipce they arc mere supject to chsnge from analyst to analyst
and fran one pericd to the wext. As slvesdy noted, the abstract sub-
Jecte present the grestest: heuristic value for "prowsing." Since they
are the most suscepltible to coustart chenge, teing related to the
thought pattern of the mocient, thelr cncoding must remain genersal S0
that the system can be veed to geaerzte new filcs for uew problems in
the future. Sipee these subjects are more ameasble to the general
epproach, the rale of the mechine in searching may =2 less importaunt.
Alpo, this type of subject would probsbly lend itself far better to
more geuersl treatment than is possible ia the present mixed irtellofas,
teing perhaps best suited 4o the open catalog or printed bibliography.
Tvo categories of nesied cbjects-~~-people snd industrial plents--
have al-ecdy been separated from the central system. Roth BR and T
provide full snformation retrievel and possess the capacity to plece
togethe: {ragoentary {nformation. Another category which might be

B
g

17 e o

T T T Y

wroven out and hardled in a manacr similer o that of BR and IR is
that of “crgenizations ané. institutes.” At present, no one holds
prime reaponsibility to the wbole of CIA for retrieval of information
on this type of nomed object, -which 18 amensble to seperate treatment
gnd £o the collation of fregmentury informstion. The need for more
control over ploce nemes, cogentiel to the geograchic researchers and
©o DD/F onalysis cagrged in "roality” Jtudies, has been made apparent
Prom thoe coments iu the cuestlcunaires and round-table discussions
(sec Appendix 6). Although plece sames ¢oald Le handled outside

3-B-C-R-&-T

S Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6



Sanitized Copy Approved for R'elese 2011/01/04 : CIA-RDP82T00271R000100120004-6

. s o - "

L 08

of the
L»f/s t:l ‘IL;! Egi{‘.oé‘jﬂhumsiii?i Li‘iy might h”—z;t‘brc mhr).:ff),d“%{::d. vithin ihe
tance of the ool :2'0 % d the pe J(=«1c vion 1o uez:rend u)_?onl the '!.mpplu
deemed 1o by o p»\)b]l_.w“ %] ~,Lm’mim,d by further 'nve"t:qgao'%cﬂ){mu.‘ i .
G1ted in the domms Tun or ~u3‘-.1r4.gn r:*':gm\,ugle tha r_specxfzc“;ocat;on
It R, 5o that ]O;.;jr m:ulr. Le coded «— & maneey similar to that dene
and hand sopbin &m c’!n.: 2and place names could be searched by mechine
g- Znls would require a 'rsepara’cc czrd in The Machine
RDivisien, but the card would bear the same address { document number)
and woulrl thus direet the searcher to th Bame aperiuvre card as the
present subject cavds. This process would lead to an area Tils of
much graater depth then is now possitble but would entail added expense
In coding and gun: shing. Xf thls problem is congidared of insufficient
lwportance to warrant such o detalled approash, ploice names could be
left in the present systen and the burden pluced on the eitations,
theraby neking poazible guieck hand sorting from larger populations.
n elther case, the citaticne shomld include place nemes wherever
masﬂ.ﬂ {see below). Another kind of named objeci to copsider iz
"uedel nmters o types;” @ category resuesied Tor meny ORR 2nd sows
05Y studies. Theoretically, this categery r‘oulc.n £1ls50 be fully broken
out, but the same tentative conclusion ztated ahove for placs names
applies here: 1% wmlght be betier £0 handle +his czvteqo“:/ within the
Intellcefsax :;Jz;'tmm The alilernatives are likewise similar %o those

g

1)
A
c.  Lf the coding of modal numbers proied o be

aaairaT,:al’. s 1o oo bz acconplished in one of two ways: by using the
L preseqi our digits reserved for this ymems‘, { obtained by
‘Q reducing ﬁhc nun‘o of columns devoted to source locator, as suggesied
h in the repors ci fask Tean #3), or by adding an edditionsl csrd 2o

SUHE nemet. 45 'in e ease ol place rames, the entire

Burde ) 2 L.;. i on tte }tn Hlons LE ot were diccoversd that

A wmore dastsl ETPYO5 ZECES NeL25HATY

hendie Doth spaeific named
mbterial on hoth a2

ility of the system
e "LL@""“}I‘.Q& oy

ohjeeus \s.nd
reneral cnd ﬂspﬂ“ 7_. 1
to trest ony one of th
the run to the reguest
w0 the generclity of Zx
Lo hesr 4 close relabi

f"(«‘

tlens me omi&
crovlem saems { 2

uest and the complei;enczf;s of uhe run apn 2ays
o pgeacerality. Thws 4Lt is possible that

relevanc: and =~0u.ntr-m, aEs3 ore ‘zwm‘mlv proportional This can bve
11 lustrated by bhe O resbignt in wvhich the r»uans de-zslix.xg with
snecific objeets o czﬂ.y differen® behavior fyom the run
Aealing with en nl r.iw.*-r :31.1tijmct‘. The runs on passenger cars in

3 r

USSR showed, 93"1, cent and Q7 pex
However, in the cane of these two TURS,
- great deal of adiiti ml matarial
w,/:.»;'.-.:h 3 : tupe {55 docvments in addition to the 13h
he wecsived in the zase ol the }_?flbf“‘“’!gm ean 'c'z.m, ;m’a ér) in addition
s the @13 ootodned in the ¥

Lo o kg ™ias 031 BDel

WA
2 wa 4.-’
Al

ronchosl 'wv""

\‘.

":’:n t rr).’

s investments
cent relevancy,
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AT IR ST I Y AT
e Pl e Lo Byee

\ Sanitized Copy Agrgroved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

~

9%
FRTCHE
21

Faid

1
-
et

250
.

4

'b .

iy Shels

I8

m.:..
pA
)
. A
s .
R - 5]
o oz 22
& < 1
= =t ] 4}
- ol 2 ] 9] e
o €3 [5] A T t
oy W o ] e
1 La ] — .
- HOE - - r
] »l\. e o) b, -
X o5 o

1)

N
-
s u'T

I3
D
L

o
W

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

v .




m Sanitized Copy Abgroved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

Sanitized Copy Approved for Release 2011/01/04 - CIA-RDP82T00271R000100120004-6

She i‘:z*r*du' ney i use b
TDpEeed w:h cther

"_‘:mzmad :’fu ;*«-.f:h

S e we w c-i‘

S

e a.vgs 1 oS e

auel, should be used 4n
c""w. SYELEM uud
should o
1‘{“'* e
; Gesly
:rrcic 1y
wate seds
f?”lﬂ. maghines

CEFTE Gmnl
ran mel s oz vhieh type
iy beot sevved his U

e g - - oY -1
B would rosoimns

S NAnI 0} U A
poad At

nenae S
Saeg

Folicy un,

.

e

TRl




Sanitized Copy Approved for elease 2011/01/04 : CIA-RDP82T00271R000100120004-6

>

N -~ B s K . .
. 9 o

P B

H
S

" el B . T N E
-ae aced Por vevision of the IS0 has een

4 Vi cogniued [or soma
G ead 1s nov dn pragiress.  Mery ol dhe '

- ’ Lt stenlnd by the
Leam have poted srovtemings in thcse scetic: B othe I8C wich
b they wers mout foauili Imprwncmcuw in tho of the
fnv uw“Lio*s vas slzowzd mended by ORF rescarclu:rs ccn-

in geoup, aud the
g20gropnic reczareh has olso Lteon xede narcwt
c Althovgh revisicon of 1 iz book viTL nnﬂosubedly
versaae some of the prrsens deficicaei it eoorob colve the nro-
e st In the presest sygsien. long az one code structuare
nuet simlianeously serve tae neads eee who require g er&l-u'
4 thse vinose veeds 4”0 r y L never eafisz
everyone. Iul, as polnte (ntioduction, the

j of Tthe ce;uxeL wrovilie uew fiLcr for
'Ions, while it jie 1
rchers wiho
revislin g
sacrllices
CL
..,v|

b

[0}

w coneumers Vab"‘lJ coneatne

couabe, but fin
: code shold
. propey balanz: be mainca&ngw
the paris a:d the
s subjects

Liot: wWill noeh el
2
i

3

s between th»

IEC must e

(&
lzrger problen: o ba
7 the meterial suhjecteld
ichs could be rescived, the
the continuous chenge 1a
:G ideas make it Impos
The ioadegquacy ol the
and earih setellites points ap
For o the ¢ode muzl be ap§1¢3c.
in anite of all iy 1S auind houaver, bthas teak tiam fecls
gyatam vill be 2biy Improvad by & rzvised

: T the opinion ol
Thenslve Crosr ereis:ing
wrelatioashipn, enchh
hook should include

iL1ol\pw of
sexieelat! cnﬂVJg
= Lo Ccover
forr dats O ann.

nging ccaclsion

(J)
1=
e
o
s
[4i]

shes she ntellofas
l with adeguate

180 shoulll pr
vhem. Iooe3d
each indlyidosl

m' Sanitized Copy Ag‘ proved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




L .- T4 -
, N 7

g

BRI Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6
. s CE — : ,

SeB-CuReBE.

TTR/1-32

:gzuiggiuignal data necessary to explain exactly what thut pur-

: code number coversg and, iIf necessary, what it does not

cover. This chowla help overcome some of the vagueness which has
caused difficulty in the past. BStudies mode by the tusk team, the
results of which appear in .ippendix 5, indicate that & high per-
centage of coding errors can be traced directly to confusion among
the coders as to what is properly inciuded under a particulur ISC
number. The difficulty encountered in the past in distinpguishing
Between recourch and rroduction 15 on cbvious cxumple of this con-
fusion. 1In uny cuse such as this, the decision as to what to ine
clude under euch heuding will be arbitrary. With o properly annotated
ISC, hovever, it shouid be possible to obtain consistency in the
coding of items unde> each heuding znd in the retrieval of each in
accordance with the expressed wishes of the requester. The consumer
should receive from the Composite Group a full explanation of zll
subjects which have been considered to fall under elther research or
production so thet, if necessury, he cun modify his request in
uccordance with the distinctions already made. The selective follow-
up program of the Composite Group will enable those responsible for
the system to determine whether their distinctions reed to be modi-
fied in certain instances. Following the full annotation of the Isc,
a complete alphabetical dictionary subject heading index should be
compiled for the use of all concerned. This will help the consumer
who is not fumiliar with the code structure to locate more rapidly
the items he wunis.

An- 2lready existing tool which the task team feels can be
modified and thus made more useful is the file of standard codes,
wilen 1s maintained in the Analysis Branch. This file contains code
aunbers selected for the retrieval of information on subjecets not
included in the ISC (for example, the Suez Canal Crisis). Organizations
are also listed in this file, together with the standard code numbers to be
used in retrieving information on them. A duplicate copy of this Authority
File should be maintained in the Library for ready access by the Composite
Group. It should be kept current at all times, with the addition
of nev concepts and reiationships as they occur. The rccognition of
possible items for inclusion should be made very promptly and this
selection should henceforth be adhered to by the coders and by the
Composite Gronp. It seems likely that specialization among the
coders vill add to thelr competence in ascertaining when an addition
to the Authority File is required. Finally, a code-by-code card
count, to be used in combination with the ISC, will bhe of great valuc
to the Composlte Group in selecting code patterns with the requester
and in predicting the numbexr of items on the tape. In the use of
21l these tools, once they are developed, there should be continuous
feedback among the coders, the Composite Group and the conswners, so
that the annotated ISC and the Authority File will reflect the needs

S-E-C-R-E~T
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O the sgeacy as realisticazlly ws possible at any given moment.

2. Repcmmendationa:

8. After revision of the ISC, emphasis should be placed on the
preparation of offective tools for its use. These tools
should include:

ii

i.

i.

e
<4

A code book conteining edeguate and full cross-
referencilng {"sees" and “see alsce"). as well as
seope notes explainling the interrelationship of
osubJects and defining their boundaries when thesge
are not lumedlately obvious.

A full, alphabeticzl dictlonary subject heading
index, contaiving cross-references and scope notes,
desligned for use by the aversge consumer as well as
by the Camposite Group.

To supplement the the Tully sunotated ISC, an
Authority Flle containing new definitlons of items
20 be cousicdered under a particular ISC number and
the ISC uumber to be used for nev concepts. (Like
+the code book, this file should exist in both
alphebetlcal. and numericael order and eacih should
be maintalned in dupllcate for ready access of
both the Anslyeis Branch and the Composite Group. )

For the use of the Composite Croup, an annually

revised caxrd count, code by code, to supplement the
code LoD,

8 -B-C -R-B-T
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e Analysis Franch

Biscussion

Refinemeats in the ISC are of lLittle value 4n providing better
sexvice to the reguestor 1f those responsible either for pubtting
meterial into the systum cr for retrieving that material in respoase to
thke consumer needs do not posgeas the hlghest possible coumpetence.

At this point, the tasl: team would like 4o ccusider how the coding
of docurments can be improved. That 1t needs to be improved has

been amply demonstrsted by e number of studies. Investigonticus mzde
by the Consultants brought out the fzet thet, aslthough there wes a
lerge measure of general egreement ewong the coders as to how the
mzin suk ject of o dccument should be coded, much inconsistency
occurred in the coding of peripheral subjects. {The importence

tec the requester of documents in which his Topic is not the major
subject of the document hes been demonstreated by the five ORR tess
runs, as well as by the iuvestigaticn of Dr. Malcolm Preti’s study
of 1956. 13/) Studies nzde by the task tesm have also indicated that
a substantiel mergin of errcy exists in the coding of docurents. A
study of oue of the OR® test runs revealed that there was =2 margin
of error in coding of epproximstely 15 ver ceus. (since the codes
vere not avelleble for scmz of the decuments, it 4s possible that
scme of this percentage can be attributed to machipe error.) Faliliure
to understend the decument, the ccde or the importence of the subject,
as well ag carelessnssz, contributed to this margin of eryor (see
Appendix #5). 1In the cese of Dr. Pratb'c study, the task team
determined that the margin of coding error here was alsc sbout 15

per cent. Azaln, lack of comprehension of scientific subjects ox
ccies and lack of sufficlert specificity in coding s1l contributed

%o these errors (see Arpendices 4 erd #5). The results of the
quzstionnairas and the subseguent discussions with selested anslysts
revealed dissatlsfection with the coding. On the basis of an extremely
small sample, It would appcar that leck of confidence in the ability

s

B ad

0r 579 pertinent documents received in four ORE test runs on different

concrete subjects, 175, or one-third, were documents in which the subject

of the run was ncet the princlpal subject of the document. In the case of

$he Pifth run, which was on aa abatract subject--Industrial investment in

Chuilna--the analyst recelved 352 documents, of which 45 were pertinent'to

Lis subject. OF these 45, 38 (o 84 per ceut} were documents in whicnuyis

subject wes nob the principal subjectﬂof t?e documernt. (Sce Appendix #3). )
Analysis of Dr. Pratt®s study rcrealed that 30 per cent of the errors mede

coders could ve attributed to Tellurz fo code peripheyel or frag-

e
Ul !
entery informetion {sec Appendlces §'h and {#5).

S -0 - R-J-T
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?iczgzszgszifgto recgver a useful number of pertinent documents '
have mope thh wore frequent use of the system. Also, those who f
derice in thi§n~tWD years' service express considerably less confie
o ' S respect then do those who have been on duty less than
years. Although meny of these expressions of dissatisfaction
expressed in the questionnaire and round-table discussions mey not
be legitimate, complaints of lack of sophistication among coders do
have some welght when viewed in conjunction with the taglk tean's i
studies. As a result of its consideration of the entire present i
fystem; the task tesm belicves thet s reorgenization of the Analveis I
Branch by subject or area speclalization, togebher with more adeguate i
reviev of coding, will result in improved service o the requester. ,
At present documents to be coded are divided according to source. i
Although a rudimentary specializstion is involved here, esch coder £
must work with the entire code book since there is no subject that
could not appear in documents from eny source. Because no GTwo b
coders are alike in personal ilnterests and abllities, some will '
concentrate on one set of subjects, some on another, and this b
specialized interest will tend to result in differences in coding i
from desk to desk. Further, the senior coder responsible for review -
must slso work with the entire code book. He can do little more than
superimpose his own knowledge and interest patterns upon the different
oneg of the coder. Also, a subject or area speciallist from any one
h;:B of the consumer offices who wants o resolve a coding problem or 8
- explain his subject Interest %o ensure proper coding cemnot contect X
a single person or group; his advice, kmowledge and interests must &
be diffused to all coders. We believe thet en orgenization of the R 1L
Anslysis Branch based on subJject or aree (the exact neture of which
cannot be determined at present) will overcome many of these diffi-
culties. t should bs noted here that the task team does not re-
commend the hiring and waintalning of true subject specialists (such
as an orgenic chemist, an inorgenic chemlst or a blochemist), but
rether the divislon of the coding universe into large subject or
area groups, and specialization only within these groups. Even 1
though the coder would be a generalist compared with the subject Hy
gpecialist in the consumer office, such rough specializatlion as i

A

SRS

proposed by the task team would result In many factors capable of a{
jmproving the coding. |

In the selection of analysts for each group from emong the &
present stalf, speclal attention can be given to past acedemic and d
on-the~job training a8 vell as to individuel interests. When 3
perconnel changes occur, an attempt can be wade to recrult new a:
annlysts, elther from within or outside the ggency, who have some
specialized training or definite desires to concentrate on a parti-
culer part of the coding universe. Dealing with a smaller part of ¥
the subject spectrum day after day will, of itself, increase each 3
coder 's competence to handle his subjects. Coders will be able to B

ﬁ SuBCoRe BT ¥

1|
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<8
IR
i
‘I

‘ Sanitized Copy A yoroved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6



[T
57050

3Bl SRl

TIR/1-36

Faﬁg advantage of those OTR courses whlch apply to his particular
sudjeet.  Specialized training in indexlng would be beneflciel to

the senior coder snd 4o the Branch ss & vhole. Training from end
?egular contact with the real subjeet specialists, the consumers
theneelves, becones possible only with specielizatlon among coders.
This process night consist of a number of ianovatlons. After 2

Peripd of familiarizetion on a subject or ares desk, the coder

Sould be sent to one or tuo prime using offices for concentrated
initial briefing. During this time, he might also observe methods

of research and the use to which iatellofax 1s »ut and become familiar
with the types of enalyst files meintained by various consumers. This
personal contaet vould vitalize the Job of the coder upon his return
to the Anmlysis Branch. Laker the conslming office could periodically
brief gl ccders in thac eppropriate group on new intereste, develop-
wents and projects, and also inform the group of any retrieval
probiews they have euccuntered. Fregueunt users of the system can

be enccuraged to comtzct their opposite numbers in the coding group
directly, end the ccdexe con toke the instietive in contacting con-
sumers wuo ¢ail help rzesolwve difficult coding problems. Informetion
will thea flow in both directions. Since the senior coder for each
subject or areze group will be participeting regularly in the Com-
rosite Group, feedback from the reitrieval process will be channelled
directly into the apprepriate coding group. Since different subjects
behave differently 1n the retrieval prosess, this is a particulerly
impertent factor.

Althougn there has bea2n provision for the review of coding
since the Ilpnauguration of the coding operation in 1948 and despite
the fact thet improvemsnts have been nade ef geveral stages since
then, the tasit teem bzlieves that this reviecw is still inedequate
and will be of moximun effectlveness only when done in conjunction
with specialization. Iunitlalily, review vas performed by the
Inteliligence Subject Ccle training ¢fficer, and could caly be
pericdic sinee the work of some 20 o move coders was reviewed by
this cne indlvidusl. In the 1952 reorganization of the Branch,
the staff vos divided into fouxr units, according to source of
dceuvnient, end the chlef of each unit was mede responsible for
review. The @atio of reviawer to codeys wes thus yeduced te about
1-8, but the variouz svperrisory duties of the chief did not permit
systematic veview of coding. The preseat organizatlon, which has
peen in effect egince 1557, provides for o senior coder in each unit.
However, a recent survey of the review dome by the senilor coders
vevenled that only one ig spending almost full time on this task.
The period devoted to review by the ¢thers varied from 2 to 6
hours per doy. (The werk of only sbout b of the 9 coders in each
group cein be Tuliy reviewel gach %ay"b?;the.semior coderglwho
spends 8 hours In that Job alone. ;- um.‘;ormit.ty znd ccnsistencey of
ccéing emong Ghe semiors 1s maloteliped by weekly meetings.

S-B-0-R-E-T
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1ntel€“?1Ysis of studies made of the retrieval accuracy of the
n +olax system (see Appendix #5) indicetes that, even within
€ current organization, adequate review of the coding would have
improved ihe system. 14/ Approximately 50 per cent of the coding
cerrors in the documents examined by Dr. Pratt might have been
avoided had even a non -specialist reviewed the coding. This also
proved to be essentially the case for the documents which did not
appear on the ORR test run  Systematic review should begin as soon
as possible. The senilor coders 4in the present struclure should be
freed of other duties so that they may review the coding, the ex-
panded titles and the abstracts for each document before it is
released from the section. This should continue to hold true after
specializgtion is put into effect. The ratioc of coders to reviewers
should be such that each document can be reviewed when necessary.
The senior coders should be in regular contact with using offices
and should be made responsible for feedback amonf these offices,
the Composite Group and their own enelysts. To put into effect
these suggzestions of the task team will probably mean that more
supervisors will have to be added to the staff of the Analysis
Branch. Ideally, the senior coders should be promoted fromn within
their particuler specialized group. Greater expense should be
Lo laid out in training these people, both initially and throughout
‘E;» their career in the Document Division. An adequate grade structure
: will have to be obtalned so that the senlor coders can be induced
‘ to remain after their elasborate training and preparation. It is
probebly at this point that additional expenditure can be of most

benefit in Ilmoroving the systemn.

2. Recormendations:

The Document Division should begin immediately to study
the input flow by subject to determine what subject or
area groupings are possible based upon their present staff.

8. -

b. As soon as practiceble, area or subject divisions of the
code book should be made, and a gradual conversion to
subject grouping should be instituted.

Recently an ORR analyst discovered. vwhile screening cards for a run on
foodstuf’’s, that cards on mineral oils were appearing under vegetable
oils. It was dliscovered that there had been an error in the printe@
jpdex to the ISC which had been corrected by memo to.thc coders; feilure
of the coders to correct their indexes led to this mistake, which would

nave been avoided by adequate reviev.

” S—B-C-R-E-T

Ppemeliemnes S :nitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271 R000100120004-6 |

8-

. s
v . N

Sii-CeR-E~T

IR /138

The subject or erea groups witﬁaﬁnalysis Brench should be
relatively large, consisting of about 5 or 6 major break-
downs each compused of a number of coders headed by a
senior document analyst.

The ratio of cocders to reviewers (senior document anslysts)
should be such that agll deccuments cen be reviewed, if
necessary.

Senior document anelysts should be full-time reviewers, with
grades of at least G5-12.

For every subject broken out for specialization in the
Anslysis Branch cereful attention should be paid to a
continuing progrem of trailuing, both formel and on-the-job,
and contact shouid be established with the major using
offices concerned. In addition, senior document anslysts
should be given more formal training in the principles of
classification.

A rotation system should be plenned so as to permit each
senior document gnaiyst in charge of a subject or ares to
serve with the Compesite Group in the Librery, in tura.
TFurthermore, the senlor analyst responsible for & given
subjert or arca should alweys be consulted by the Composite
Group and should be present et the interview with the
requester, whenever possible, in all cases when his subject
pertains to & particular intellofax run.

S-0-C-R~{-T
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b, Bocument Citations

1. . Discussion:

e e

£lthough the need for improved titles and/or udditionsl informative
duata on intellofux cards has not been completely overlooked in the past, an
increased effort to improve the citotions is budly needed. The reputution
of the enbtire system and the efficiency of the document analysts and the
reference librarians are seriously questioned each time u customer is
gffered 4 collection of poor titles. The results of the questionnaire
indicete that less thun 5 per cent of the users of the system f£ind the
citutions entirely sutisfactory, while olmost 60 per cent report that the
cltations frequently fail to give sufficient information or zre genevally
inudequate {see ippendix #6). Studies mude by the tusk team have reveuled
muny examples of very poor titles.lD Since the object of the intellofax
system is to provide the customer with o listing of docunent references
which includes references to documents pertuaining to his subject, the
information on the card must be sufficient to enable the researcher to
determine vhich documents he wishes to see. Under the present system, the
citations are equally crucial for the ncmed objects and for the abstract
subjects. For the named objects, they ure imporitunt becuzuse the objects
themselves are not coded, but foll within a larger grouping or class. The
cards mist be screened by hand to find references to those documents deuling
with the specific organization, location, model number, etc., desired by the
requester. For the more ubstruct subjects, our General Introduction has
chown thet the basic requirement for the system is the cupacity to accommodate
changes. Becuuse of this requirement the puttern of recourse must be generzl,
and with more generulity in the code, the greater degree of "irrelevance
there vill be in the answer to uny specific question. This irrelevance will
no: be an error, but o requiremsnt of the system and the researcher will have
to weed out hils purticular subject from the curds resulting from the question
oui to the intellofux. since the two cannot be identical. The citutions in
this cuse, must, therefore, conteln enouch information to enable nim to
identify thut group of documents most likely to contain duta pertsining to

his protlem.

R instunce & requecter wis observed screening 30 cards from a

15
run on uiconolic and non-~ulcoholic beveruges in Fast Germany. The

first eight cards were useless in telling him vhether or not he
should look ot the document. %Two examples of the type of title he
encountered cre:s  MIdentificatlon of an Unidentified Object in
Leipzig"” and "Former Eiying Tield {town name].” One of the ORR
analysts who made u test run found a great variaticn in the quality
of titles and cited exuxples of those which were of litile use in
nelping him determine vhether he should examine the document. In
oneﬂinst¢nc& the titile given was "CSR aubomobile Industry."” The
title of o docunent dated less than three weeks later (25 Maorch 1957)
provided the analyst witk wmore puidence: its ¢itle was "Czech iuto-
mobile ¥ndustry {Description of wtomobiles/icuunl and Planned Pro-

duetion Duba).”

S-E-C~R.E-T
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N « Over a Period of years, steps have been taken in the Analysis Branch
O luprove citaiions. In 1948 the Chief of the Classification Unit prepared
& Paper, entitled "Principles of Abstracting", vhich also included instruc-
tlons for the puidance of classifiers in abstracting intelligence documents.
It was the original intent of the classification program to prepare abstracts
of all documents incorporated into the intellofex system. The volume of
documents and the demands of rapid flow through the system precluded the
adoption of this plen. Except for this early effort and the abstracts pre-
rared by the coders on certain tyPes of roporits such as polltical and eco-
nomic surmaries (which corprise less then .9 per cent of the total number
of documents processed); no concerted action was taken until the inauvgura-

tion of a title expdnsion progrem about 18 months ago. Under this program, _ __—"

the coders have no written guide, but work by "rules-of-thumb.” Generally
speaking, they are to =2xpand series or form titles, titles giving only name
or abbreviation of plant or installation, genersl titles, end deficient or
misleading titles. Without more specific directions, however, the title
expdrsion progrem cannot achieve optimum vresults. The task team feels that
1ts recommendations regarding speciallzation in the Analysis Branch and more
rigorous review of coding and title expansion will also add to the effec-
tiveress of the expanded title program.

In addition to measuvres teken to improve titles within the Analysis
Branch, some effort should be wade to enlist the cooperation of other
offices in this regard. There are two areas in which iuprovement is
possible. First, the original writer and reports officer should be mede
avare and should henceforth bear in mind the wltimate uses to which the
titles are put, and he should therefore wake the title as descriptive as
possible. The Alr Force has recently coded its collecuion requirements in
accordance with the ISC {used. in their winicard system) and the IR's carry
raferences %o the ISC codes to which the reports refer. In so doing, the
Ady Porce nad hoped that the report writer wouwld entitie his report in a
similar manner. 1t 1s too early to mke a statement of theilr success.
Secondly, an effort should be made to induce the field to raduce the number
o? miscellsneous documents, where many subJjects are coubined in one report
hearing 8 Very general title. Both coding and title expansion couid be
jmproved if the documents were confined, whenever‘poss%ble, to a single sub-
ie&t.lY Tae coding of CS reports in T Building (1954-56) generated a closer

rav oo b TS
g 7 SR

1&  pithough statistics on the nuuber of abstracts prepar2d have been
ipcluded in the Monthly Report, no rccords were kept on title expansions.
Tt ip estimated thatb the titles of about 10 per cent o the documents
Qgre expanded at the begiming of this program. As port of the task team
javestigation, analysts were requested o report these figures. A large
ipereasc is shown in the Ligures for February ané. April 1958 (February =-
titles expanded Jor 22.8 per cent qf the documents coled; April--titles
expandad £or 35.6 ver cent of the documents coded).

in this coanaction, it is interesting to note that Al Force has recently

- " v -
pbeen ettempting to reduce the number of "catch-all" documents and to

oL R R T
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;;Zkiggerflaticnship between the coders snd the FI staff in regard to titles.
attensd rs were invited to bring meaningless, erroneous Or Poox titles to the
vas ».1 ;Jn of the members of the editorisl steff, who made corrections; this
mEntqgi e effective in promoting the use of good titles. Although the Docu-
et v.mion bas not been able to elicit interest from OO in regard to

itles, that office does attewpt to include in the title line the miscellane-
ous topics ewbodied in the report.

2. Recommendations:

a. The Analysis Branch should place a greater emphasis upon title
expansion. Present standards for expansion should be defined
end then studied by the Document Division, which should pre-
pare & preliminary rough gulde including provicion for at least
the following elements in title expansion:

Place names

Model Numbers

Specific commodities and. types
Crganizations, institutions, perties, groups
Ship nanes

Aftar the Analysis Brenchk 1s ?inally organized by subject or
area, the rough preliminary title expansion gulde should be

greatly refined within each subject. This should, primarily,
be the duty of the sanior docvment analyst for each subject.

At

¢. Serlous consideration should be given to the training of some
of the coders in citation methods: for example, a tour with
the New York Times Index.

a. A working group of (ODIAC should be appointed Gto discuss watiers
of titles and the relationship of subjects to documents. This
group should requesi; that each participating agency instruct the
£ield o use more descriptive titles and To reduce the number of
documents with mlscellaneous oY numerous subjects.

o. After a firm policy Por titles and title expansion is established
wlthin the Document Division {see 2a apd Zb above), FL and 00 /c
should be requested to direct their reports sections at head-
quarters to conform to It also

e

e e ruc ;. the £ield Lo concentrate on shorter documents on wore
homogeneous subjects. Alr Force documents of the past two years,
at leasu in certaln economic subjects, have been among the best in
this respect. A comment: of one of the ORR teem of investigators cun
be quoted here: "Ady Tntelligence Tnformation Reports, which con-
pisted of approximately 166 of the 430 items listed, practically
aluays contained jnforustion of th: type vequested. This was pProb-
ably due GO the fact thets wost f)I' the vaports dealt with single
subjects and werse short (cbhout 1-3 pages)."

PR SR I S 4

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




N

& Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6 :

1

].

b

TR [ L=l2

S=E-C~R~E-T
f 25X1

Pl e R Bt

H Sanitized Copy A[ﬁproved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




. Saniiz opy Approved for Releas 2011/01/04 : CIA-RDP82T00271R000100120004-6

TR /b3

§-E-C-R-E-T

Retirement of Cards

1. Discuiai:z_'g‘rl

The task team fournd no validity in the consultants’ criticism
that the retired cards are unaveilable. Perhaps the Library did
not always inform the requester that he could obtaln the old cards
rapidly (in an emergency, within four hours ~- otherwige, within
24}, but they were avalleble. Since the inception of the Coaposite
Group, each riguester has been informed of the existence of these
cards and given the opportunity to request them.

There r2mweing, however, a questlon as to the fensibility of i
continuing to microfilm the retired cards. This film is mede each
time cards are retired, and is kept in the Library so thet, in an
emergency search, the requester can begin sereening the old cards 1
impediately. This micerofilm has been used very rarely, only & few e
times & yesr. Since the task team discovered that reference librex- ‘5
1ape were referring requesiers only to the microfilm and not to the , '?ﬁ
cards tiemselves, it is possible that, even in those rare instances b
of use, the requester might have preferred to recall the cards.

That t-is is probably true is indicated by the fact that since the g
Gompoe Lte Group began informing the requesters about the retired IR
cards (about four wonths 2g0), no one has chosen to use the nmicro-

£ilm.,

#hat purpose, then, dces this microfilm serve? It 1s essential
only for those emeTency requests where the needed informetion is
pag:d on documents wore thor five years old, where time 1s so short
the the requester cannoct wait three to four hours, or where the |
requester himsell has the tiwme and inclination to use the microfilm. &
Since most of these "erash! requests involve information of more 3
recent dste as well, the requester cen be given some of the pewer
material to work on while he weits e maximum of four hours for the
olcer caris. The microfilm, then, is essential only in the
exlrenely uwnlikely instance where a “crash" requesst pertains only
+to the older materiel, end where the urgency is of the order of

“1ens than four hours.

The mierofilming process, including lebor, £ilm, film processing
and. acturld nicrofilming, costs an esbimated $2350 every two years.
In additlon to this expense, the process disrupts work schedules in
the Machine Division, drawving people from thg filing of current
cords, whercas, ju view of the infreguency of a3l requests, emergency
materinl older than five yeers, it wouldd seeun wiser

or routinc, for -
all available machine effort on these current files.

tO concentate

S-BwC R 2T
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The task team feels, therefore, that the extreme unlikelihood
of a need for the microfilm does not warrant its expense.

2. Recormendation

It is recommended that microfilming the retired intellofax
cards be discentinued.

S5-E-CoRuluT

Sanitized Copy Ap.proved for Release 2011/01/04 : CIA-RDP82T00271 ROOO100‘120004-6



PN S iitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

4

TIR/1~U45
SeBeC-R-E-T
F. Intellofux Service in the Libxury ,ﬂ
1. Discussion A
The investizations of the tusk teum led to the conclusion thut the é

intellofux system could. be gre.tly improved by certuin chuanges in the £
method of servicing requests in the Librury. In the past, intellofux ’ﬁ
Tequests were handled by all librarizns in the Informution Unit. s 2
purt of’ their genersl orientution, these individuuls received « month's
training in the analysis Brunch on the use of the ISC. Wo provision
vas mide for periodic up-dating of this trainiag, however, wnd ,
consultetion among libruriuns and between the librorians and the coders i
wes on wn £d hoc basis. For this reuson « continuous refinement of Y
techniques, bused on past experience, woas not possible. Review of the
runs wus mude each day by the Truining Officer of the «nulysis Branch, ﬂ
who discussed questionable codes with the libruariuns, mazde chunges in )
the codes selected und, in some cuses, suggested reruns. 16/ This crrange-
ment wus not entirely satisfuctory since correction after the fuet was o |
often awkwurd und, in the case of reruns, time~consuming. also, since ¥
the Truaining Officer was not o purticipant in the originul discussion
¥ith the requester, errors in interpretation of the requester's needs
could occur ut more than one point. Since ewuch librariun hundled . }ﬁ
intellofux ulong with muny other types of requests, his sattention

could not he fully focussed on the speciul problems of the system.

fony times, therefore, he did not possess the expertise to. question )

" the consumer in sufficient detuil to elicit ull the informution needed

to muke o run which would best suit his needs. Other considerctions, ,
such s the personulity of the individual libruricn, his interest in . 2
intellofux &s . reseurch tool, the umount of time at his disposul to
telk with the requester and to select 21l the codes which might pertain
to the subject, ulso resulted in the great variation in quality from ' {%
request to request. g

The tusk teum felt thut service to the requester could be improved _jg
by brinuing special skills, other thun those possessed by the librariun,
to bear on the problem. To this end, un experiment wus initiuted over £

o six-veek deriod. as steted in the terms of reference for the experi-
\ g Y .
ment {see \ppendix # 2.):

"The different buckground und skills of the librurian, P i
the coder und the mochire systems expert are ull relevant Al
to whe problem of helpirg the requester to use the intellofax

\u
omie

ST ST Y

itV i T L e B
PRV

‘?57 Records kept by the Training Officer in 1957 indicute that there was
- wn error o7 abouh 5 per cent in the enceding of raquests. B

L:? 6B C =R w518 ¥

ey S Tt

B Ty,

DN S:nitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6



%
- . X ' Fa

PR [1=t0

53-E-CR~E.T

system.  The reference 1ibrurian brings to the task a wide
knowledge of bibliogruphic tools of ull kinds, of catulogs,
Tesearch aids, speciclized Tinding uids, etc., as well as

sone knowledze of the cupubilities of the intellofux system.
The coder knows the ISC from the inside, and has been involved
ir the document input to the system. The machine expert knows
the cupabilities of machines for searching and collating, und
is an expert in translating the logicul properties of questions
into muchine languege.”

A Composite Group, consisting of a reference librariun, o representative
from the Andlysis Branch und a representutive from the Machine Division,
vas constituted to hundle all intellofax requests for the experimentul
period. Since the .inelysis Brunch representitive to the Composite

Group wus also o member of the tusk team, the teum was kept informed
pericdicully on the findings of the Composite Group. The tusk teum
feels that the report of the Composite Group {see Jppendix #2B) amply
demonstrutes the value of this wpproach.

With certain modificutions in resurd to the composition of the Group,
the task teum endorses the Conclusions und Recommendutions stated in the
Report of the Composite Group tsee /ippendix #2B, Part 1V). 4s recommended
in the Report, the -nalysis Branch and the Library should ulways be
represented in the Group. The senior librarian should continue to be
the key individual in the retrieval process, since only he can see the
relationship of’ intellofux to other reference tools zad Judge whether
intellofex clone will best serve the requester's needs. By the
permanent assignment of one librarian to the Composite Group, the
continuity necessary for optimum use of pust experience will be provided.
The contributicn of the senlor coder will be of maximum effectiveness
only if that individual brings to the Composite Group knowledge of the
current procedvres in the Anulysis Branch. For this reason, the tusk
tean agrees with the Report that the coder should serve with the Group
on u ronthly rotution basis. Under this system, the experience which
the coder gzins cién be upplied reudily to the work in his own Branch.
1t was the feeling of the Composite Group thut the services of the
systems expert were not needed often enough to warrant his full memberw
ship in the Group. Consultation when purticular problems arise was
thought to be sufficlent by the Composite Group and the task team
endorses this opinion. It should be recopnized, however, shat the
sitvation will chunge radlcally If minicard ig cdovted. The addition
%o the Group of u c¢lerk from the Reference Branch is suusested by the
w6k tewm in order to enable the other members of the Group to concentrite
entirely on their professlonal dutiee. The number of librariuns to be

G B R wEuT
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agituiﬁz 1§the Group depends on the volume of requests to he handled.
nay be su?filtion of a clerk to the Group, two rcference librarians
come ut cien;, but this is not known at the present time. If, at
foey + ure date, the Library is reorganized on a subject basis, the
o eam feels that the Composite Group should include only one full-

me permanent librarian. Under these conditlons, the ad hoc addition
to the Group of the librariaen in whose field a particular request lies
can be made.

The Procedures outlined in the Composite Group Report (Appendix if2B,

Part I) will result in a substantial jmprovement in service to the
consumer. The task team wholeheartedly approves of the modifications
made by the Group regarding contacts with the requester, since it agrees
that initial znd follow-up contact with the consumcr are crucial points
in the retrieval process.19/ The goal of personal contect with each
requester and the program of selective follow-ups will result in &
better answer to the consumer's research problem, will aid the Composite
Group in determining how any particular code pattern met the reseercher's
needs and, finally, will be of great value to OCR in making decisions
concerning a future central system. The i{nnovation of code selection by
the coder himself is also & procedure which the task team regards as &a.
vast improvement over daily review by the Training Officer. The task
team has cvidence of one instance in which this improvement is demonstrated:
namely, the case of the same request run twice, first by an individual
reference librarien in early 1957, end lster, in 1958, by a member of the
Analysis Branch using techuniques developed in the Composite Group. The
first run yielded only three documents, whereas the second, on precisely
the same subject, yielded 39 more (all of which were in the file when
the filrst run was made). The task team also feels that the innovation
of the Composite Group of arrenging the codes into subject groups 1s
helpful to the requester and that this practice should be continued.
Although the task team fully endorses the Composite Group procedure of
scrcening the cards to divide them into two categories on the basis of
potential uscfulness to the requester, it feels that further screening
"to eliminate the clearly unrelated meterial” should be done with a great
deal of ceution. The elimination of cards will undoubtedly lessen
criticism as to the volume of the reply compared with the pertinent
material included, but many consumers have indicated that they do not
want Egl’matcrinl delected, and prefer to do any screening themselves
(see Appendix #6). When the Composite Group does plan to climinate cards
as part of the screening process. it should so inform the requester and
tell him exactly what tyve of meterial will be omitted. 1f citations are

i 1+ their intellofax requests

umers will of course, continue to submit th :

%i:guignihe Branch iibraries. The procedures for handling such requests are
(&}

outlined in the Ccmposite Group Report.

S-E-C-R-E-T
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To summrize, the tusk teum believes that the continuution of the
Composite Group approach will have numerovs advantuges. Making the
requester o more uctive purticipant in the retrieval process should
result in « more precise definition of his problem and, therefore, in
8 more useful answer. . closer relationship between those who retrieve
the matericl and those who put it into the system will also result in
better service to the requester, since the coder will possess a current
knowledge of how the ISC is sctually being applied. The hundling of
2ll requests by u small group will provide control over the processing
of runs in the Machine Division und ensure that requests ure being
handled in the proper order. The increased uttention puid to the
arrangement of material in response to v request will also be of use
to the consumer. with euch senior coder periodicully serving with
the Composite Group, constunt feedback between the input und retrieval
steps will result in an improved system. Through the sxperience gained
by the Compcsite Group over u period of time, sufficieat datu will be
obtuined to enable CCR to muke decislons on the future direction of the
systemn.

2. Recommendations

@, A1l intellofux rejuests should be processed within the Reference
Brunch by & Composite Group consisting of:

©/

i. One senior document analyst from the Documant Division,
serving on o monthly rotation basis.

ii. Two or more reference librarians, ot leust one of whom
should be parmanently assigned to intellofax work.

iil. One reprecs:ntutive of the Michine Division, wvailable on
call in that division when needed.

iv. One clerk from the Reference Brunch.

b. The duties of the Composite Group should include responsibility
for all intellofux service und for gathering information from
that service o demonstrate the various uses wind problems of
the system. 'fhis tusk entalls the following:

1. Except whure extremely high priorities or 'erush” deadlines
are involved, no reguest should be prccessed for intellofax
service without u personal interview, or at leust a telephone
call, with the original requester. In the cuse of non-CIi
requests, the consumer should be uzsked to come to the Library;
if this is not possible, cne of the librurians should go to him.

Py

-
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1. The Composite Group should take the initiative in main-
taining contaoct with the libraries or other liasison units
in outside agencies, und should fully brief those responsible
fcr forvarding requests to Cla.

111i. The Group should conduct a selective follow-up program
designed to provide continuing information as to the
purposes, types of requests, and results of intellofax
runs {see recommendation #2b, ubove).

iv. The Group should keep full reports of intervisws und such
other records of intellofux runs as are deemed necessury
for continuilng study of the intellofax process {see
reconmendution #2b, ubove).

c. The specific duties of the vurious members of the Composite Group
should be us follows:

1. The librurians should moke decisions regording the feusibilitby
of un intellofux tupe and the relation of individual runs to
other gources of informution.

)

“;) ii, The Group's senior librarian should exercise dlrection over
the procedures involved in making runs, and should resolve
ull differences of opinion within the Group. {(His grude

- should be ut least GS-12).

iii. The member from the .nalysis Branch should share in ell
discussions with requesters und purticipate in processing
requests to completion. Final decisions involving code
selection and arruncement of gubject groups should be made
by thls member.

iv. Ths representative from the Machine Division should be
availuble on call o atiend the Composite Group's sessions;
whan necessary, to advise on grouping, upon the feasibility
of special runs, and to help estimute time schedules.

+
v. Tha clerk should perform ull clerical operations, including }
praepuration of correspondence and document receipts, stamping :
of documents, etc. She should also perform, under the super-
vision of the senior librarien, simple screening not involving
substuntive decisions. She should keep all records and foruas
required, and should provide regulur messenger service to and
firom the Machine Division.

& BeC-R-E-T w
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: onsible for
d. All menbers of the Composite Group shoﬁi IE){Zf;:'Zice Sranch
their intellofax work to the Chief of
of the Library.

. Reference
e. If, ot some future time, the senlor ﬁbruriaﬁieogo:lgzsite Group
‘ B;;nch are assigned to subject Bpecffaltiei;manent Library
should then include only on€ full-tine, ]\?yide the conbinuity
re resem;m‘.ive. Tnis 1librarien will pro oux experience 85 14
neiessarv for the trunsmission of 1n1;enorlx;za.’oion about the
i ainea and for the collection of info e omposite Group
cystom. The requester will be bf;oﬁztp:'gblem lies, und that
. & 3n whose subjec - oup for that
giog;fxﬁbzﬁiaznen be un ad hoc member of the Grovp
particular intellofax rTun.

the Composite
in the Report of o
mmendetions made ' : e are
e Speiiiictzizcno# 1 {see Appendix {8, ?ﬁi ix)ilmere(i =
Gx‘zupd‘toth; purview of the tusk team shoul
outside
OCR Munugement.
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APPENDIX {1

The Consultents' Criticisms of Irhbellofax

1. The encoding of requests is unreliable.

The Consultants conclude that intellofax runs are unrelisble because
coding of the documents and coding of the requegts are both inconsistent.

a. Coding of requests.

Consuitonts' findings:

The Consultants made three tests, {nvolving over 20 comparisons

of coding. In no case wags the same gubject encoded twice in the

same (SC terms. In eleven cases the vequest was tzken from the
request form and given to & librarian to code. Ho consultation
was permitted, no discussion with the originul requester. The
request form is not an accurate record of the true purpose of
“he requester, nor does it give all the detuils of the request.
14 is not surprising, therefore, that 1iprarians coded these

ID subjects differently then nad the librarian in the original case.

K Tt would be surprising 1f the codes vere the same.

In anotrer test, the Consultents reran & request after consultation
with the original requester. However, the 14brarians who were to v
recode the request were not invelved in this discussion: the

Consuitants settled the norms for the test with the Training officer
of the .nalysis Branch and the requester. {The subject of thi.s Tun

(rubleodollar ratios) is not the type that would noxrmally be treated

by intellofax with gocd results == ORR cuan mwuch more easily obtain
this information elseviiere.

In a third test, the Consultants themselves were the requesters.
This vae & fairer exampie, oub i1t is understood that they still
ald not permit consultation among the 1librarians. Since, before
the erxistence of the Composite CGroup, such consultation was
gtandurd practice and necessury to bring wore intellofax experience
to beur on & gingle request, 1t is agoin no wondeyr that the test
brought negutive yesults.

e Consultants concluded from the tests described above and from
conversations with requesters thob the encoding of requests WOB

unreliable.

I ,‘) S G -R BT
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Task ‘Peam Cindings:

TIR/1 APPENDI{ 1-2

Although the tests made by the Consultants vere inconclusive,

the information studied by the task team confirmed the general
charge of unreliability of encoding but reduced the degree of

this unreliabillty to a smaller percentuge. Records kept by

the Training Officer, .nalysis Branch, in 1957, glve details

of the errors m:de by the reference librarians. The Training
Officer estimates at least o 5% error. Since he did not directly
participate in dlscussions with the requester, it is probuble

that some Purthel errors were not discovered. As an exsmple of
vwhat happens wheu the person who encodes the request is unfamiliar
with the code, we can refer to the evidence of Dr. Pratt's study
{ippendix #4, below). Here OST analysts scanned the code book
and chose the codes. 'The task team's investigation of a gample of
the reosults indicated that there was a 15% error due to choice of
wrong codes o omission of correct codes by the requester.

In one cuse, the task team has records of the same request run
twice: first by en individual reference 1ibrariun in early 1957,
; and later, in 1958, by u wember of the inalysis Branch using
mD::) techniques developed in the Composite Group. The irst run
3 yielded only thize documents. Tne second, on precisely the same
subject, yielded 39 more fall of which vere in the intellofax file
in evrly 1957, when the first run was made).

Tagk T'eum conciusions:t

The Consvltants' charges of unreliability in encoding of requests,
though based on faulty investipations, were substuntially corxrect.
Though the errors vere not 5o universal as charged, they wvere
serious and frequent. They vere due to a number of factors,
inciuding lack of direct contact with requester, leck of experience
of reference librarians, lack of advice from .inalysis Branch, and
jack of & continuing and groving tradition that would benefit from
past experience. The tusk team feels that all of these factors
can be eliminated, or at least alleviated; by the recomsendutions
on the Composite Group and the Analysis Branch. At least the
margin of error will be grestly reduced. It must be realized
howevey, thot no two reference problems are exactly similar, and
that there will therefore ulwoys pe some element of variation in
encoding of requests.

’p" S BuC -RwE-T
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b. Coding the documents. i

Congultants' findings: r

The confusion snd lack of uniformity shown in the tests made by
the Consultunts were definitely present. The tests were essen=~
tiully fair, except that the Consultunts did not allow for over-
codinz. Vhen a document analyst is in doubt, either because of
lack of knowledge or because & new concept has arisen which needs
a decision, he may either hold back the document until he can
proce=d, or he can overcode. In the former case, he may have to
wait too long: 1f there sre 2 pumber of these documents, the
entirz production schedule is slowed. In the latter cuse, he
makes sure the document can be retrieved by overcoding. As long
as such instances are not multiplied unnecessarily, there is no
doubt that overcoding can be legitimate. It is necessary, too,
in cases where u new concept arises but where there is doubt as
to whether it will be important enough to warrant a new decision
or & new code. While avelting other evidence to answer this
question, the document ocannot remain without coding and thus,
1g overcoded. As long as both document snalyst <nd Composite ,
Group know how to retrieve it later, this presents no danger.
The solution to this kind of problem probably lies in the
"iuthority File" mentioned obove, and in closer cooperation
between 4nalysis Branch and the Library, which can best be
achieved through the Composite Group.

Pask TNeam £indings:

The investigations of the tusk team confirmed the criticisms of
the Consultants. These investigations were ralated to concrete
requests, and studied the document coding within those contexts.
1t was Pound {see Appencixes 44 4 and 5) that there was an error
of about 15% in coding. The errors were due to & number of
factors, anelysed in Appendix #£ 5. Mistakes or c¢ifferences in
ending seemed to cccur more often with peripherul coding than
with the major sub ject of the documents: however, this is still
a grave situation, since other evidence shows that a great
percentage of 1'e;quests depend for thelir answers on pecondary

cub ject coding {see Appendix # 3, below).
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Tasgk Team conclusions:

The togk team feels that the recommendations on the Ji&fcilg;iip
Branch, the Intelligence Subject Code and the Cozfpos te Grodp
will remove many of the cuauses of the errcrs menv:l.omemn ove

The Consultants themselves state that both the librarde one

the document anclyst are working blindly since the cgps boo

does not contain enough information aboub hongz;z ;:c; ;lrue

used to permit selectlion of the right code. > 1or;ment oi‘ che
but not in itself a sufficient argument for & an; e O ety
intellofax: ‘the task team feels that it points oinforma.tion

for & code book with tools that do contain en.ougl; o eaelt,
for proper code choice. With furtlfer reviss;ogh:.coaers e
with. speciallzation of area or subject among e of,the st
rigorous roview by senior coders, most of the e O O opora-
can be corrected. Certainly, until these meusuizmmre O e
tion Por o considerable period of time, it is Pu}d ure e ected
to abandon the intellofax for failures which cou

within the system.

», The ciktations are inadequate

> ( 1lofex

g The Consuliants conclude that inforrixatf:gr;nggegeggi’iziilI;.:c‘ments°
apes i saquete for relisble selecu ‘
Ef:zsd;snigazzgfextensive evidence of such inadequate citations

Tagk Yeam findingss

sharee is definitely Justified. Analyst opinion dggizz‘o:gte
oL nt here is trouble here: over half the re;?on e
shows T iic;ns frequently are inadequete; less an gp eﬁewed
tm‘ctt ??3 Ziﬁsfac-tory, " 4n a number of cases theazaa:gbziix; nz g
o i : . 1In oneg case, Ci !
oy Wil’ckf 11‘1"?gzgxzigicgizgiig?stjnidentified Ob ject, Leipzig_‘ Kﬁéi—t
witles h‘-l a regsearch analyst to decilde whett;er tkzxz wgf
expected e ﬁb iect, waich was beverages in the Bast ne;: o he
concerned T Be}cgens;.ve_ ond detalled resulis were obtui;gu ; -
G Mogi for the team in ORR {see Appendiic # 3) .d uﬁie
bes? i?iomgm avor the points citations are often {inadeq .
no nee -
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Task ‘lzam conclusions:

The eltutions must be improved; however, this 1s not an impossible
feat., A sturt hus already been made, and 1957 titles ere definitely
superior tou euriier ones. NRevertheless, much more work remains to

be done. Great effort will have to be maude in the Document Division,
and components both here und in the field, viere titles ure composed,
will have to ve included in the reform. The task team feels that 1its
recommendations ubout citutions, coupled with increasing specializa-
tion cnd ndequate review in analysis Branch, will greatly improve
titles.

3. The system is insufficiently used

1t ig not clear Just what the Copsultants meant by this charge. They
state that only lO»lS% of the reference questions received in the

main iibrary are answered by intellofax runs, although they also

state that the unswers inciude a much lurger number of references

thun the figure would suggest. It 1s Alfficult to groasp the import

of this fact. Does it mean that the number of gqussiions is not
sufficient to jusktify the expense of intellofax? Does it mean that
not enouph of the veference guestions actually received by the Library
are ansvered through intellofux? DUoes 1t mean that the intellcfax
does not serve some types of COnNgumRrs that u central system should?

fom
2

Tt is not possible to measure the value of intellofax to all 1its
vsers. It is sufficient here to polnt oub that the questionnalres
{\ppendix # 6) show a very widespread use and reliance, and that
764 of the respondents who nse the system are satisfied with it.
an average of 2500 guestio.. is put to the intellofax system each
yeor. Though ih is impoasible to glve a figure dzsignating the
smailest number of questions that would justify the system, it is
undoubtedly true that 2500 is above that pumber.

intellofax 1s chosen as the solution to a requester's problem if

the information he needs can only be found in intelligence docunents,
or if it can be found more rapidiy in intelligence documentsun Other-
wise, existing tools ieading to open litersture are used. This 4s
sound doctrine, aund can be 1o criticism of the intellofax.

There are customers wnose needs are not satisfiedlby intellofax.
These include regeayrchers who need ipmediate service in a matter
of minutes =- not simpie, singlendocument.anewers in that sport;
-ime, but whole files %o consuft, arrenged in the proper oxder for
1mmedlate reference. "ig problem, mwost upparent in o1, is o?e
which the intellofax cannot ot present solve. There are ways to

S EeluR BT
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;glzgizt%“hswifer, which parallel intellofax and are cutside the scope
o neéessiih ecam. However, it can be pointed out here that there 1is
solving 6 y for a single, all-inclusive central system capable of
contat le problems of all types of consumers. The central system can
in more than one such solution. Also, the analysts themselves, 1in

their own files, may have the best answer (see above, Gencral Intro-
duction).

The same data does not appear on repeated runs for the same codes.

Consultants’ findings:

Ten cases of error were discovered and listed by the Consultants. A
careful analysis of these has been made by the former AD/CR, Dr. Andrevs,
in a letter to the DD/I. This analysis will not be repeated here. The
results were that six out of the ten were not at all evidence of what
the Consultants were trying to prove. Hovever, the other four were
errors, and serious ones.

Task Team findings:

The tass ieam made four test runs (part of the ORR tests; see Appendix

- #3) -- not a single error of this type appesred. This does not mean,

wi? of course, that such an error could not reappear. It just means that
{t hasn‘t yet. However, contrcls have been instituted in the Machine
Division which, in the opinion of the tass team, &are sufficient to
prevent the pecurrence of these errors. Furthermore, the added
attention applied to intellofax runs in the experienced Composite
Group Wikl provide a further checik. The possibility of human error,
even despite the controls in the Machine Division,wstill remains:
however, whis possibillity is even more present in any alternative
golution %o the information retrieval problem.

The Consultante stated that one of the ma, or reasons for the ten cases
cited vas probably the multiplicity of files 1n the Machine Division.
This problem has not been discussed in this task team report: Task
Tean 72 treated the card files in detail, vhile Team #3 considered the
alternative solutlons.

5. The service is slow, untrustworthy, and costly.

These cherges will be considered separately.

a. Slovw
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Consultants"findings:

The Consultants conclude that intellofax service is slow for most of

the questions handled, as compared with conventicnal means. They 25X1
concentrate on the searching and card-copying time. Without

repeating detalled analysis {contained in figures produced by
| |the Machine Division), 1t is sufficient to say here that

the acdvantages of a hand system have been overrated. Counting only 25X1
actual work time, it hes been shown that, on the Consultants® own

ferms, 66% of the requests involve three subjects or less and can

be recoverad in 30 minutes or less. However, this refers only to
searching time. Oncefound, the cards have to be reproduced, no

matter what system is used. Mechanical reproduction is faster than
hand copying.

et

vy

4
i
f

Task Team Tindings:

The analysls above refers only to a part of the time expended for
each request. As pointed out by the Consultants, only a small
percentage of requests are actually .given to the requester within
two or three hours: most take one to two days. The reason is that

intellofax i1s a highly complicated system with many steps, and that
> ) 1t involves problems of queueing, back-log, quality control, etc.,
which prolong cach request. The task teem studied this problem and
turned its figures over to a representative of the Management Steff
with the request that recommendations be made as to the methods by
which the total time {or each request can be reduced.

However, the problem of time still remains. The vital point here
is: how do the consumers feel? Does the relative slowness of
intellofax prevent the consumers from uslng 1t? Here the question-
naires gave a reasonably definite answer: slowness is the least
freguently clted reason for lack of use of intellofax. Of 370
answers given to the gquestion: "If you are not a regular user of
the intellofax system or ere not satisfied with it, please . . ."
check which of the following reasons are behind your feeling; only
! 10% referred to the snsver: "The system 1s too slow for me to use
satisfactorily”.

Most requesters interviewed who had reason toc use the intellofax
gystem had no criticism of the delays involved: they felt that
their own time was being spared for other tasks.

S-B-C-Re 18T
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Further answers to thls question will have to wait for the Manage-
went Staff study. In addition, further discussions should be held
with consumers in offices such as OCI where immediate service is
desired. Although 1% con be improved, intellofax 1s probably not
too slow for the requesters who have been using it up to now: 1if
it 18 to serve new purposes, the question will have to be reopened.

Untrstworthy

This involves three specific charges - all three of which have been
adequetely dealt with elsewhere: the system is untrustworthy
because of inconsistency in encoding requests (see above); because
of Inconsistency in the coding of documents {alsc see above}; and
because of' inconsistency in the machine searching of cards (see
above, and Tesk Team Report #2).

Costly

The Consultsnts conclude that the intellofax system is too costly.
They give figures showing that the average cost per search is over
$200. The task team did not carefully review thisg figure. <There
is no way to compere such & figure with any norm or ideal of what
the service is vorth. It is clear that intellofex answers very
definite and important needs in the intelligence community, so
much so that it could not be abandoned without a full and adequate
substitute immediately taking its place. Therefore, since we are
dealing with a basic ingredient in good intelligence, which is
needed. for national defense, it is not asppropriate to consider the
cost of the system ln vacuo. A bomber also costs a great desal of
money; but with what does one compare that cost? Given the fact
that we must have bombers, the cost can only be compared with that
off other types of bombers or their equivalents.

The cost of intellofax, then, is meaningless taken by itself.
lertainly. we must carefully and pericdically examine this cost and
meke constant effort to reduce it within the concept of the system,
other things being equal. But such economies must never weaken

the cepabllities of the gystem to produce the information needed;
this would be false economy indeed. The cost fipure can only be
properly compared with equivalent figures for alternative systems -
a project which is beyond the terms of reference of this task team.
Such 5 comparison can be found in the report of Task Team #3.
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The older cards are unavailable.

The Consultants conclude that the cards older than five years are
unavailable, end that their unavailability means that the total
lnvestment in intellofax input disappears after five or six years.

Cogsultanté findings:

The Ccnsultants concluded that the older cards were unavailable--
that the system was unable to supply them. They also stated that
the retired cards vere not in a condition to use for an intellofax
run even if they became availeble. Finally, they stated that
requesters were not always informed that their run would only
include a five-year span of material, and so thought that they
vere getting negative ansvers when they were, in fact, not even
asking questions of the older material.

Task Team findings:

Since the Consultants did not try to recover older cards, their
charges refer entirely to the opinlons of the Librarians and the
information given by the librarians to the customer's. The task
team discovered that 1t was true that requesters were not properly
informed of the possibility of the return of older cards for
specific runs. XYn some cases the consumers vere not even told that
their run would not cover older material; in most cases, they were
s0 informed, and were offered microfilm of the 0ld cards. In few
cases was the true situation outlined: that the older cards could
be recovered for any intellofax run within 2k hours, or It hours in
emergency cases. The task team tested the availability and useful-
ness of the older cards on a number of occasions, through the
Composite Group. Contrary to impressions current in the Library
before the investigation, the cards are in good condition to use
for runs, and they can be returned within a relatively short time.

Mask Tesm conclusions:

The Ccnsultants® charges were correct insofar as they referred to
the irformation given the consumer. They were nct correct in
relation to the true facts. This situation can be (and already
has been) corrected by fuller understanding in the Library. The
Composite Group has been funcitioning now for over four months and
has in all cases completely informed the consumer of the

§-E-C~-R-E-T
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0 11141 )
possibilities of the old cards. Several requesters have availed them-

selves of these card '
this respect. s. There is, therefore, no longer any problem in

m
The systen requires excessive spece.

The Consultants conclude that the intellofax system &s a whole requires
excessive space, and that thelr suggested slternatives would need less.
This charge has been answered for the card files in relation to an open
card catalog by Task Teem Report #2, and for the aperture system in
relation %o an intact hard-copy file in Task Team Report #3. The
general conclusion is that, since the suggested alternatives to the
intellofax system would teke no less space and probably more, intello-
fax does not require excessive space.

8. The systen duplicetes work done in the other OCR Registers.

The Consuliants conclude that requesté brought to the Library for

intellofax service are of the seme type as those served on IR and BR,

and further state that there is & considersble emount of overlep

vetween the materials now indexed in the intellofax system and in the

Registers. These are two different questions, and will be discussed
E separately.

a. Overlap in requests.

The Consultants refer here to both IR and BR. They say that an
examination of reference questions answered in IE indicates that a
large numbegr are no different than questions on which machine runs
or book runs are made. The addition by the Consultents themselves
of book runs indicates the answer: the three answering-services
cited are based on three different approaches, all of which are
valid and each of which supplements the other. Intellofsax and book
runs refer to different, basic meterial--classified and open
1iterature. IR and intellofax refer to the seme material, classi-
fied documents, but from different aspects. Intellofax handles
subjects but camnot retrieve, by specific code, individual plents.
1R does this. Plents are handled separately beczuse they are
subject to full information getrieval, involving collation and
gnalysis on the part of OCR {see General. Introduction). For any
coaplete research job, both methods must be used. This is not an
ano&aly3 i+ is standerd practice throughout the research world.
There 1s not and there cannot be any single royal roed to all

S-B-C-R-E-T
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research solutlions. In any concrete problem, & process of Cross-
checking must 80 on.

The Consultants also state that a high percentage of the questions
asked of the Reference Branch are biographic and would also have
to be traced in BR and "other" sources in the Agency. This is
only partially true. Many reference questions are about people;

&nd are quick-answer problems.

When questions on 25X1

foreigners are put to the Library, they answer them 1f they are
quick-answer types {where a single reference to a Whn's Yho can
satlisfy the requester), but, where the consumer needs more informa-
tion, he is referred to BR or BI. This is sound practice and does
not create any serious duplication.

b. Overlap in document coding.

The Consultants state that there is & considerable amount of overlap ‘B

between the materials now indexed in the intellofax system and in ¥

the Registers, and that if this duplicatlon were eliminated by i

omitting the indexing of all materials covered by the Reglsters, . o

PJ this would further reduce the number of documents that would have
o to bz indexed within intellofax. e

The answer to this charge is contained in a quotation from a paper :
written by the Chief of the Document Division: ¥

"A1ll documents and enclosures which we identify as purely ¥
graphic, biographic or industrial (plant-oriented) in nature ﬁ
are excluded from the intellofax system by the present Document o
Divislon screening process.... If the rule were adopted -
that when a Register indexes part of a document 1t shall H

index the entire document, OCR would have to change the ;

scope and increase the T/Os of the Register staffs.... The i
survey team appears to have confused multiple processing §
with duplication of processing, othervise, they would !
appear to be objecting also to the fact that BR and IR g
both process 8 document containing data on personalities ¥
and on specific manufacturing plants.”
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The system fails to provide service st as high an intellectual level
85_is reeded for the program of the Agency.

The Corsultants make two polnts in relation to this charge: <first,
that the nature of the Agency’s work requires more sophisticated
1?formation retrieval than would almost eny other kind of organiza-
tion, &nd that it is obvious that the present level of information
retrieval is Lover in quality than that of the average . . . lLibrary;
second, that the current intellofax system was never subjected to
thorough analysis, in terms of the objectives to be achieved.

With regard to the first point, it is certainly true that the Agency's
needs are move sophisticated than those of other kinds of organizations.
This very point mskes any comparison with outside reference libraries
elmost mesningless. In addition, the information input to the system
is very different from that of other "conventionsl" systems--
consisting, as it does, of raw intelllgence dats. The needs are
extremely varied, ranging through meny varigbles. For a discussion

of this problem, see the Ceneral Introduction, sbove. Specific

charges of low "intellectual” level reduce themselves to questions

of reliebility of coding, discussed above, and to problems of
gererality, flexibility and change, discussed In the General Intro-
duction. TFor meny purposes, as shown by the questionnaires, intellofax
provides very sophisticated service, when combined with the screening
and cearching done by the research analysts themselves. The Registers,
on their part, provide much more detailed and sophisticated treatment
cf certein specific aspects of intelligence which are amenable to

full informstion retrieval treatment. For other purposes, intellofax
15 less successful: part of thilis is due to defects in the way the
system has veen operated, and cen be remedied by the adoption of the
recommendations fn the main body of this report. Other less successful
applications cannot be handled betier within intellofax: 1t must be
the task of OCR management to discuss these problems with the interested
consumers and to work out, where OCR 1s given the responsibility, other
parts of the central system which can do the job batter.

With regard to the second point, it is true thaet no comprehensive and
coherent study has been made, to date, of the intellofax system in
terms of the various cbjectlves to be achieved. A beginning has

been made in thls Task Team Keport, which also contains suggestions
s to how to continue this task, what information is needed, etec.
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TASK TLAM g 10 January 1958

OUILINE OF INTELLOFAX SERVICE EXPERILENT

A'I‘he different background and skills of the librarizn, the coder,
and the machine systems expsrt are all relevant to the problem of
helping the requester to use the intellofax gsystem. The reference
Jibrarien brings te the task a wide snowledge of bibliographic toola
of 211 kinds, of catalogs, research aids, specielized finding aids,
etto, a3 well as some kmowledge of the capabilities of the intel-
lofax system, The coder knows the ISC from the insids, and has been
involved in the document input to the system. The machine expert
knows the eapabilities of machines for searching and collating, and
ie an expert in franslating the logical propexiies of questions into
machine languags,

To utilize all these skilis, an experiment in group discussions
with the requester will be initiated. Ths steps will be as followss

1. The requester who cumes in person to the Library will
contact the normal reference librarian., If;, after dis-
cussion with the librawian, the problem seems to be one

best handled by the intellofax system, the _roup approach

will be initiated.

2, In this case, one reference librarian; designated in
advance for this experiment, will sit down with the
requester and cail in two other individuals to the
conferencs: a senior codex from the Document Divisiong
and a machine methods expert from the rachine Diviaion,
Both of these latter individuals will be provided desks
in the Reference Branch area, will bring their own work
with them, and will be in readiness to joln these con=
feyonces with the requester,

3, The group will then discuss with the requester his needs,
his terms of reference, and posgible means of solving
his problem. 7The reference librarian will define the
problem with the requester; the senior coder wili draw
up the list of codes to bs used and discuss these with
the requester; the system expert will advise on probe
Tems concerning packaging (the optimm size and scops
of the request for efficient machine processing), the
logical relations involved in the reguest, and the capa=
bilities of machine searching.

S G Rl T

Sanitized Copy Ap oroved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

AR R R CTYS [ T

STECiE AT

2O

T T O G T

N
B
|




; v

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

SeBeleRe-T
PTR/L AFPENDIX 2A~2

Lo The request form, drawn up by the senior coder with
the asgistance of the librarisn and the machine expert,
will then be sent to the Machine Division.

Z. The vesulting cards will be screened by the senior coder
to eliminate (if possiblej that is, if suffician or-
mation is given on the card) the completely extraneous
cards. (This will replace the present system whera &
member of the Document Division screens the machine rums

after they sre meds,)

) This experimental syetem will, it is hoped, utilize ihe reference
Tibvariants wide and detailed lmowledge of bibliography, his expere
ienge in dealing with many different types of requests, nis feeling
for the right method to jnvestigate a problem. This kmowledge, back-
ground and sliil iz usually lacking in aperson exclusively trained
in the ISC and experienced in coding documents. The senior codery
however, brings to the group other skills lacking in the reference
15bparian: an intimate lmowlsdge of the code styructure, a2 cumilated
experience in day-to-day coding of the very decuments the requester
wishes to petrieve, The machine expert possesses skills and ways

of thought not present in either the librarian or %he coder: the
ability to think in terms of logical relations, and of the detalled

capabilities of the machine systenm per £2.

-

b‘] The proposition "those uho put the materisl imto the file should

ter geb it culf is carpied out fully in this experi-
e intellofax system includes the coder, the
and all of these will be involved

help the reques
rent, gince the ently
machine experd and the 1ibrariang
in retrieval of informaticile

/s/
25X1
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rart I - Procedures

During this project all steps in the processing of an intellofax tape were
careful}y observed. The standard procedure in effect for intellofex runs (as
set forth in the Library Procedure Manuel, Part II, Section B (Attachment # 1)
vas studied with the purpose of determining what changes and innovations might
be introduced. The Group agreed that, in general, the mechanical details of
t?e established procedure were valid and should be continued, namely, the
librarian's Work Sheets, the Index Search Record, the forwarding of requests
to the Machine Division by telephone, and the transmittal of tapes within CIA.
The Group, therefore, concentrsted on the following Issues:

Contact with Requester: The Croup felt that initial contact and follow-up
contact were the most important steps in the process. We experimented with
a more aggressive course in initial contact than has normally been teken in
the past.

a) Requester Making a Personal Visit: The purpose and aim of the
Composite Group was explained, &nd new patrons were given a
general briefing on the intellofax system. The requester was
questioned closely as to his spescific needs to determine whether
FQ?S intellofax and/or some other reference service (book tape, open
g{ literature indices, Intelligence Publications Index, or published
waterials) could best resolve his problem. If intellofax, the
Intelligence Subject Code was shown to him and the capacities and
the limitations of the system were discussed in relation to his
specific problem. Each requester was &pprised of the availability
of retired intellofax cards. Priority of project was determined;
andé. arrangenment of cards or tape was offered to sult his conven-
jence in using the "run". When another reference service was
reculred in place of or supplementary to intellofax, the requester
wats referred to ancther Reference Iibrarian.

b) Mail or Telephone Requester from sn Outside Agency: Requests,
except those from specially cleared individuals (State, Army, Navy
and Alr) come elther through the ocutside agency control officer or
our own Llalson Division. Mall requests and those received through
Lisison Division can be troublesome because they are often so con-
densed that facts and detalls are obscured. In the experiment,
straightforward requests were processed without question, and
those requiring clarification were not processed until the control
officer in the partlcular agency or our Liaison Officer identified

5~E~C-R-E-T B
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the original requester. He was contacted by telephone and given
elther an explanation, as outlined in paragraph a) above, or
invited to visit our Library. (In the past, this type of contact
rarely went beyond the control officer.)

¢) Branch Library Requester: By arrangement with the Branch Libraries
at the beginning of this project, the name of the requester, with
his ‘telephone extension, was provided with each request to permit
direct contact when necessary for clarification or discussion of
problems. Branch Library requesters often submit ISC numbers
rather then narrative descriptions of their problems, and it is
undexrstood that this approach has been normally acceptable to the
Branch Librarian. Also, Branch Library personnel not trained in
the fntelligence Subgject Code take requests on occasion. Both of
the latter instances pose dangers to satisfactorily fulfilling a
request by machine run. Unless it was ascertained that the
requester had been questioned at the Branch Library, the Group con-
tacted him or asked the Branch Librarian to call him for a full
description of his needs. (Prior to this project, very few direct
contucts wvere made with the requester because they were left to
the dilscretlion of the Branch Librarian.)

d) Telephone Requester within Agency: The requester was invited to
visit the Composite Group for discussion. (Most telephone requests
originate with analysts in offices far removed from M Building.)

Follow-up Contacts: In the pasi these were never initiated by the Librarian;
however, 1t is felt that this step is necessary to determine the effectiveness
of runs. To date, the Group has not adequately covered its follow-ups to
permit any concluslions to be stated. The program will be continued through

March.

Esteblishment of Codes to be Used: It was noted that the average patron of
intellofax is not familiar with the Intelligence Subject Code. Explanation
was always given and codes were selected, whenever possible, in the presence
of the requester. Abstract and qualified subjects required research, or
consultation with the Analysis Branch, to interpret subject/area coding
patterns. In accordance with the terms of reference of the Group, the
Document Division representetive determined the codes to be used. This
differed from past practice whereby a senior analyst of the Analysis Branch
made a daily review of requests after the runs vere in process or completed,

$-B-C-R-E-~T
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discussed Questionable codes and results with the Reference Librarian, and,

if necessary, requested reruns. This was not entirely satisfactory, since
correction after the fact often is awkward and embarrassing.

Arrangement of Subject/Area Codes into Related Groups: Formerly, codes were

o 03 -~ ‘
submitted to the Machine Division in numerical order. The Group arranged
related codes into subject groups (by area within subject), or area groups
(by subject within area).

Example: ‘

Soviet Support of Chinese Communist Army

0ld Methods New Method
124.3 1L/C(N) Group I  172.32 & dec. 1L/c(M)
124.33 iL/c I 12h.3 1L/C(N)
125.2 N(CL} Group II ), 34 11,/C
172.32 & dec 1L/C{N) Group ITI 125.2 & dec. N(CL)
124,73 Military Influence and Penetration

33
125.2 :
172.32 & dec.

Foreign Troops in Country (as elements of influence)
Military Missions

Forelgn Military Assistance (troops, armements,
material, medical personnel and supplies)

+ y

n o ounn

Under the old method, subjects on the tape were impossible to identify and
out of order: for example, references to 172.32 (above) might occur with
references 124.3 and/or 125.2. It was difficult for the requester to know
exactly how the items pertained to his subject. Using the new method, the
Machine Division arranged the cards or tape in the groups specified by us.
In screening, we inserted at the heading of each subject group a brief
descriptive title for each aspect of the request, as shown above. On
occasion, the title was identical with ISC subject entry; in other
instances, a title was devised.

Sereening of Cards: Cards received from the Machine Division were examined
by title for their relevance to the request and were divided into two
categories: those definitely relevant and those of marginal interest.
References were considered marginal when the titles were vague or general,
or referred to another aspect of the subject. These marginal references

S-E-C-R-E-T
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::i:ciugther screened to elimlnate the clearly unrelated material. The
ot theeh mgrginal references were then included in the tape and so marxked
those ia ing of the group. Approximately 90% of the runs were screened;
. n9 Screened were the so-called "canned" runs for which codes had
een established and recurring runs made periodically over the past year 4
Or more. Some were not screened by the Group because the requester pre-
ferred'to do 80 or to make his own grouping. In some instances very fine
Screening was eccomplished. e.g., Out of 652 references to military
lnstallations at Satu Mare, Rumania, a requester was provided, through ‘
Screening, with a single specific reference. One reference, on the subject
of narcotics addiction in France, was to control rather than eddiction and, *

hence, eliminated. The reguester was notified of this omission and was 1
satisfied.

Prior to this experiment he would have been given the reference despite 1its

irrelevancy to his request, since the general practice in the past was not

to separate or eliminate references on a tape. Highly technical subjects,

scientific research, and broad subject requests, however, were found by the

Group to be usuvally not amenable to library selection to the extent of $
eliminating references from a tape. Because time did not permit, the source

documents were not reviewed to determine pertinence of reference. In one

i

ﬂh;;; instance during the experiment, when a run produced sixteen references,

seven were consldered completely irrelevant because they did not provide

the title of an orgenlzation for which we were searching, and were therefore
eliminated. Prior to this experiment librarians generally screened cards
only a} when searching for a specific report (machine run was a last resort
in locating the report), b) when a request was for a specific commodity or
item within a general class, and c), in the case of cutside requests, to :
eliminate references to reports with certain security controls and to
ascertain that no CIA Internal Use Only reports were included. Analytical-
type screening, as introduced by the Group, was done only for high-level
reauests. We are of the opinion that analytical screening of cards sub-
sténtially improves the tapes. Runs which always require screening are

those in answer to requests for specific name, abstract subject, and qualified !

or interpretive subject.

Summary of Procedural Changes:

a) Contacting origlinal requester, as outlined above.

b) Screening - introduction of "analytical screening” and elimination
of irrelevant references.

5-EB~C-R-E-T
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§:§§§:: Ei certain 00-B references to cutside agencies requesting
Dios e wgzh£ (In accordance with a memo dated 1949, the Machine
Divios eld references to certain 00-B reports; Liaison

on has since determined that these references are releasable

on tape and that the release of d
i ocuments can be
if and when they are ordered.) determined by 00

Grouping of subjects with sh
1 S short titles for each group in 11
numerical code listing at head of tape. group dn Lied of

Handling of priorities in the Machine Division. The representative

from this division arranged to have A and B priority requests
p?ocessed in order of date received, rather than degree of difficulty.

S~-E-C-R-E-T
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Part 11 - Requests Processed

a The 2%6 requests processed during the six-week experimental period have been
RLVidgd into nine categories 11llustrating the varied nature of requests received.
uns for these requests produced the following number of references (prior to

screening):
0-300 references - 141 1000-1500 references - 9
300-500  references ~ 26 1500-2000 references - 6
500-1000 references - 28 over-2000 references - 6

1. Specific Objective: A straightforward subject for which exact codes can
be employed. These are frequently scientific topic or commodity searches.
Little can be added by the Librarian to the effective search beyond a
careful selection of subject codes.

Example:

8. Nationalism in Brazil, which included national policy toward S |
Nationalism; Communist and non-Communist party policy on
Nationalism. Three exact codes were run; L0 cards were produced;
4O references put on the tape after screening. Requester (State
Department) telephoned to express satisfaction.

b. The Fourth International, all dates. One code used; 118 references
obtained.

c. Isotope separation, isotope separation plant design, vacuum tech-
nology {research and development). 12 codes, 4 with action slashes;
127 references obtained.

d. Soviet/Satellite balance of payments, capltal movements and payments
for shipping. 11 codes used; 265 references obtained. Book tape,
Intelligence Publicetions Index, and Bolsholi Encyclopedia Yearbook
provided to supplement tape.

68 requests from the following CIA offices and government agencies:

ORR -~ 22 OTR -9 State - U

0SI - 9 OCR/SD - 1 Army - 12

SRS - 1 Commo - 1 Air - 1

poP - 7 NSA - 1
S-E-C-R-E-T
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2. Area: Complete file of document citations on & given area.
25X1 |
3. Abstract Subject: Analytical search requiring some subject knowledge
or research.
Example:
A
&. Waters of the Nile - Historical and International. 13 codes used,
5»; L areas. 349 references; 216 selected for tape after screening by
Group.
6 requestss
ONE - 1 OIR - 3
ORR - 1 01s - 1
h. Specific Name: {Organization, institution, port, city, specified
commcdity within a general class). These are coded into the systenm
according to their nature or type; therefore, search for one by nanme
requires screening all cards. (
|
Examples: !!
25X1
5-8-C-R-E-T 4
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d. 26th of July movement, Cuba, 1953 to present. 176 references; 93
references on tepe after screening by librarian.

22 requests:

RR -k State - 2 NSA -1 4
DD/P - b Army -~ 5 CENIS - 1

OIS -2 Navy -~ 3

OCR{BR) - 1 Air - 1

5. Qualified or Interpretive Subject: One which requires selection of a
code pattern containing fringe relationships to the sutject desired.
41 runs. This is the most difficult type of request because it demands
the greatest skill in code selection and generally produces a large
volume of cards to be screened.

Exemple:

a. Soviet languege and aree training for medical missions to under-
developed areas. This request reguired the following codings:

i 122.12 Aid to underdeveloped areas
ﬂ'j%/ 125.7 Cultural end educational missions
125.82 Scientific and technical missions
831.6 School curricula
856.014 Internationsl health agreements

Area Tor the above - USSR with no related areas

124.13
124.23 20 areas with USSR as related area
172.32h

Total of' 1075 cards on run; cards screened by both Composite Group and
requester. 68 references finally selected by requester who has advised
that 90% were pertinent to the subject.

b. Outer space travel - Requester ssarching for specific aspects of
space travel and a specific type of report ordinarily disseminated
as &n enclosure.

604 (Space travel and artificial satellites), Area USSR, was run.
Requester taken directly to Machine Division files where be scanned
600 cards and selected 54 references, 2 of which were types of
reports reguester was interested in.

$~E~C-R-E~P
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L2 runs:
{
ocI - 2 State - L o
FBDD - 1 Army - 5
ORR - 5 Navy - 2
0st - 12 Alr -2
FI - 9
6. Subjects Unsuitable to Intellofax - no appropriate code in ISC to apply,
or not currently incorporated in system, better accommodated by book
search or open indexes etc., Biographic or Industrial Reglsters, various
sources other than Library within Agency. 17 runs made - to determine
feasibility and whether this type of request for intellofax should be
refused in the future.
Examples:
a. Transmission of electrical power without wires - no appropriate code. /"’
263 cards, one card with direct reference but document proved to ;
contein no information. !
'\
ﬂwﬁéi b. Bilographic information on leaders in Laos. Bilographic Register
) contected initially and produced names of 5 individiuals. Run
conteined 3336 cards screened by Group (1 hour, 20 minutes) 51 good

references given to requester. {

c. Narcotics addiction in France - This type of information not coded
in intellofax. Code used was narcotics control; one card, not
appropriate. ‘

d. Duties and responsibilities of Russian station masters. Group
Librarian referred question to another Reference Librarian. One |
book reference with complete details. Run resulted in 70 cards, l
none of which contained desired infurmation.

17 requests:

ORR - 5 State - 2 ICA - 1 b
0SI - 1 Army - 2
FL - 1 Navy - 1
0is - 1 Air - 3°
S-E-C-R-E-T y
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T Specific Objective with undue Limitations Imposed or Involved
Concealment of Real Objective.

Examples:

&4

9 requests:

ORR - % NSA - 2
05T - 2
FI - 1

8. Multiplicity of Subjects and/or Codes

Examples:

b. Government research, public health and scientific subjects -
various countries. 91 subject codes for b4 areas - 9000 cards.
This is & recurring run which requires 2 man-hours of searching in
the Machine Division and creates a bottleneck in proecessing runs.
group contacted requester, who reduced subjects to 66, but this
will not reduce the searching time perceptibly.

G~ C-R-E-T
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§
25 requests: i
F‘DD -1 State - 1 Interior - 2 Ty
0SI - &4 Army - 9 USIA -2 i
1 -2 Navy - 2
0Is - 1 Ailr -1

g o

9. Rejected or Cancelled Requests.

8. Scientific and technical journals published in Middle East. -
Requester referred to another Reference Librarian to search open
indexes. (¥DD) '

I el ST T

b. 1955 ruble dollar ratio for cost of construction of Skorgy - class
destroyer, for prices of machine tools, and for goods and services
in USSR. Solved successfully by another reference service. (ORR)

e

25X1
c. Trip report‘ \vit.h
6 specified breakdowns. We leasrned that reguester's purpose was to ‘
obtain a copy| | o5x1 &

d. 5 requests for guided missiles by project nsme. (Army) Requester
contacted for more informstion than given on request form; did not
supply information and asked that requests be cancelled.

e. Living underground

f. Economy and sociology of Communist Chine

10 requests:
FOD - 1 Ar -2
ORR - 1 Army - 6 |
i
$-E-C-R-E-T
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Part IIT - Problems Requiring Policy Decisions

b _Oper&tional problems have been dealt with in the course of the experiment -

Yy minor chenges (Summamr, Part I) in the processing of requests. There remain
certain problems for which policy decisions are necessary. These problems, with
& suggested solution for each, are outlined belows

1. Titles of Tntellofax Cards. The Analysis Branch has been engaged for
the past eighteen months in a title expansion program. We feel that
8 more concerted effort is necessary to facilitate selection of documents
by title in screening cards. It was found that, on the average tape run,
more than one half of the titles were inadequate, many of these were
exceedingly poor and some were sbsurd.

A definite policy must be established and requirements must be outlined
for the analysts as to the kind of titles which should always be expanded
and the proper method of expansion. We feel that training in the
preparation of abstracts would be beneficial to the Document Analysts,
since many documents require abstracts in lieu of title expansions. In
this connrecticn, the titles of enclosures as currently given on the
intellofax cards are considered helpful, and it is believed that an

':5"\ edditional aid in this respect would be an indication of the language
qu in which the enclosure is written. Typographical errors asre numerous
on the cards and some of them make the titles meaningless and sometimes
ridiculous.

2. Nodex Cards. A search of source card files is occasionally made in
place of an intellofex run when ceriain documents ars to be Llocated.
Nodex caxrds bear no titlies, and the documents must be exsmined in
another part of the Library. If titles were typed on nodex cards, this
search would be eliminated.

3. Voluminous Tapes. Tapes containing as many as 10,000 references have
been provided in the past; however, the usei’ulnees_s of such volume is
highly guestionable. Two possible solutions are suggested. Requesters
may be required to screen the cards before tapes of wmore than 1000
references are prepared. {(The majority of tapes result in 300 or fewer
references), and reguests certain to produce tapes of such volume should
be refused unless they can be divided and timed to follov in sections oS
at the convenience of Machine Division. During the Group experiment
each requester whose request resulted in voluminous cards was notified
pefore & tape was wade. In some instances the requester made further
date limitetions, or deleted subjects. In one or two instances the
requester was willing to recelve as many as 9,000 references.

N
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Overlapping Request. Under the present procedure there are two methods
of handling cverlepping requests. 1) Low priority requests overlapping
previously submitted requests in process by the Machine Division are
held up until all overlapped cards have been returned to the file.

2) High priority overlapping requests are pulled from the earlier
submitted ones, causing the low priority items to be held up,
occasionally for several weeks. An excellent example of this is request
#189, a continuing request from OSI. New areas are added periodically
which require complete search of all files. This involves approximately
12,000 cards (and 24 man-hours of sesrching time). When run #189 was
about two-thirds complete in the Machine Division, several priority

Aruy requests overlapping it had to be pulled immediately, and the OSI
request was necessarily delayed for about three weeks. In the future
when requests overlap, a supplementsl request containing the overlapping
subjects and/or areas will be made by Machine Division, and the
Reference Librarian will be notified. The remainder of the original
will be pulled and processed to provide the requester with a portion of
the run, and he should be notified that supplemental cards or tapes will
follow as soon as possible. The exception to this will be *erash”
requests. An alternative would be overtime work to dispose of overlapping
requests, thus permitting priority runs to be made the following dey-.

Cards Retlred from Machine Division Flles. Cards dated earlier than
1 Jenuary 1953 are now retired to Records Center. All are available
within 2k hours and on microfilm. Opinions differ as to the value of
old material for standard intellofax service. Politiesl information,
particularly that referring to Communist parties, should be readily
availeble; intelligence; security and police are &lso subjects of
continuling interest. We feel that cards in these ISC codes currently
retired should be returned to the Machine Division and that, henceforth,
cards in the above-mentioned categories should not be retired. Over a
six-month perlod, 15% of all intellofax runs were for Communism {11k
Section) and 47% included this category as part of the run.

Cards on Microfilm. The mlicrofilmed cards are legible when viewed, but
not all prints from the 3-M viever are acceptable. The requester does
not like to view the microfilm copy. In our experilence, when references
prior to 1953 vere requested the retired cards had to be returned from
Records Cenher. Delilvery from Records Center poses no problem because
all cards are available within a minimm of I and 2 maximum of 2L hours.
Therefore, we feel that the microfilming of retired intellofax cards
could be discontinued with no loss of service to requesters.

S-E-C-R-E-T
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T. Outslde Agency Requests.

8. Security Limitstions on Documents. Outside agency requests are
machine-sorted to place controlled distribution references at !
the end of 2 tape or card sort {0/7/8/9 - Attachment #2). Bach
entry must be exmsmined by Reference Librarians to determine whether
it should appear on a %ape going to & given agency. No productive
service is performed in this operation, which may require hours of
search in Source Card File, aperture cards or old microfilm reels
to determine whether a document wes distributed to that agency.

A system of symbols could be devised to be typed following the
security classification on each card, indiceating whether it could
go to all IAC sgencies, selected IAC agencies, certain non-IAC
agencles, or no non-IAC ageneles. 0ld cards should be punched
with appropriate symbols as they sppear in runs.

b. Security: Visltors from other agencles {state, Army, Navy, Air)
are received in considerably greater numbers under specific /
arrangements now in operation. Still mecre visits for card 8
R sereening to eliminate tapes conteining several thousand references
ID\ would be an advantage. Since 1t 1s required that visitors be
wy accompenied at 8ll times, the Librerian musit stop work to remain
with them; moreover the privacy of CIA requesters mast also be
protected. Only & physical separation of intellofax service to
visitors cen melntaian full security. Since no additional space
{5 svailable, & small enclosure should be provided for service
to outside requesters.

Officers wlth Special Clearsnce: Selected individusls from Army

and Air Force are cleared to telephone ox visit CIA Library to

submlit intellofax requests. They are also authorized to pick up
finished tapes at Reference Branch. Two problems arise in connection
with this arrangements: 1) members of thelr staff's who axre dolng the
reseerch are often referred to CIA Library, and 2) assistants ave
sometimes sent here to plek up tapes. A decision is needed to
determine with whom Librarians should discuss intellofax problems,

and to vhon tapes muy be glven.

Co

3 Blapeed Time in Servicing Requests from Other Agencies: The

etapsed time from receipt to dispatch cannot be materially reduced.

There are, however, long dzlays belween the date of the orig;:',nal

request made by an individual to his agency control center {ACSI
Document Library, Air-183) end his ultimate recelpt of a tape.
This period mmy extend to as wuch &8 2 month or longsr. Selected
ipdividuals in Army and Air Force now have direct mccess to CIA
Library for intellofax requesits, but this service cannot be

,” extended generally.
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Most requests are received in vritten form, with Army, Navy and
Alr control numbers. We recommend thet such requests, whenever
securlty of subject permlts, be telephoned from the agency control
centers, with their control number, or transmitted through our
Llaison Division by hand.

€. Clarification of Requests: Requests received by mall are commonly
lackirg in clarity end detalls of subject and date coverage desired.
Many ere founded upon & misconception of the type of materisl avail-
able through intellofax. To improve the form of these requests,
extensive briefing might be given by the Composite Group to
personnel in agency control centers on the uses and limitations of
the intellofax system.

Branch Libraries.

Branch Libraries are administratively subordinate to the Circulation
Brench; however, the librarians perform reference/intellofax services.
The importance of contact with the requesters in analyzing their
intellofex problems 1s clear. Since the explanation of the ISC and

the interpgretation of the request is often done in branch libraries,

1t is essential that personnel servicing requests be adequately trained
in reference and analysis functions. Initial training and a program of
retraining in Library Reference Branch and in Analysis Branch is
recommended for all branch librarians.

Delivery of Cards to and from Machine Division.

Under the present srrangemént, the Reference Librarian picks up and
returns all cards and tapes {on no fixed schedule). Machine Division
calls him vhen runs are ready, and he returns cards to Machine Division
for tapes as he picks up new cards end tapes. This arrangement has

been satisfactory to the Reference Librarilan; however, there has been
some objectlon to having GS-11, 12, and L3's perform this service. The
Group did not object, and feels that such service shonld be continued
since there is an advantage in maintaining this personal contact with
the Machipe Division Control Section. The delivery of runs resulting in
more than 1 box of cards {2000 cards) hes been discussed with the

Machine Division who, in the future, will deliver and pick up these cards.
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Part 1v - Conclusions and Recommendations.

A criticism levelled against intellofax service in the past is the lack of
a2 sustalned standard of excellence. This, in turn, has resulted in the customer's
loss of confidence in the system. The Composite Group has been able to central-
1ze the service and stendardize the producticn of tepes. It has made every
effort to improve customer relationships and to restore confidence in intellofax.
In the pest, reference librarians engaged in fulfilling other types of requests
could not devote 7Tull time and attention to intellofax because of the meny and
varied demands for reference service naturally placed upon them.

The Composite Group was set up with the assumption that the specific skills
of each division are needed and should be utilized. We feel that the Group
approach to the intellofax service promotes the most efficient use of the three
functions vhich comprise the system-~indexing input, reference service and machine
retrieval. In working together esch galns a knowledge of techniques and functions
and develops an appreciation of the problems of the components involved. The
Group spproach fosters cooperation end improves communication among the divisions.
We feel that all these elements are necessary to utilize the greatest potential
of intellofax. The participation of the Reference Librarian has insured the
best use of all reference tools and services in addition %to or in lieu of
intellofax; the Document Division and Machine Division representatives have
guaranteed ovptimum ccding and machine seerching of each regquest. By unifying
the indexing of documents, reference service, &nd machine techniques, the
intellofax tapes made under this arrangement reflect the maximum efforts of the
three divisions. The results are, in effect, a standard production which mekes
use of all facitities. . .

It is recommended that, within Reference Branch, & selected unit composed of
three Reference Librarians permanently assigned and one senior member {Section i
Chief, or Senior Analyst) from Analysis Branch deteiled on a rotation basis {
process all intellofax requests. IXf the present standard of results and high .
1evel of competence are to be wmfintained, the Reference Librarians wust be )"
permanently assigned to this intellofax servicing unit. Because the Analysis : ﬂ l
Branch member must have a complete and current knowledge of his own operations, ‘
his services are best used on & rotatlon basis. We feel that Lt is so important
that the Analysis representative be up-~to-date on all coding procedures and
subjects of current reporting and requirements that he can best serve as a member
of this unit for no more than one month at & time. In addition, the knowledge he
éains of retrieval problems can be of great value in coding, title expansion,
preparation of gbstrocts and evaluation of indexing. Within the unit the senior
Librarian would exercise directlon over procedures, and meke decisions on the |
reasibility of an Intellofex tape and alternative or supplemental reference ser- i

The latter service would be performed by other refervence staff merbvers. '

vices-
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ggg gﬁ:tziis granch member would share in all discussions with the requesters
ving cod “pale in processing a request to completion. Final decisions invol-
memb e selection end arrangement of subject groups would be made by this
cuber. In addition to the above members, a designated Machine Division
representative, to be available on call for consultation, is recommended.

To utilize the experience gained in this experiment, to meintain continuity
?f policy and procedures and to develop speclalization which is needed to promote
intellofax service, we recommend that the present Composite Group be retained --
the Library representative to direct procedures for all intellofax requests, the
Analysis Branch representative to indoctrinate all Analysis Branch personnel
serving on detail, and the Machine Division representative to continue to deal
with machine problems.

25X1
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ATTACEMENT #1 70 APPENDIX 428

Machine runs /Intellofax service )

L. CIA Requests

&. Prepare en "Tndex Search Record” for each intellofax request
{See Attechment A). Indicate:

1) Requester's office

Ascertaln your requester‘s office; if he 4s from RR, SI,
o CR, it is elso necessary to ask for his division.
Consult the classified sectior of the CTA Telephone
Directory for the proper office desgigurations in order to
be cervain that the one you are using fits ifuto the scheme
used for logging requests in the Machine Division and for
our own dally report of campleted mechine seerches.

2) Bubject codes
BElicit from the reguester a precise statement as to the
sibject coverage desgired. IXf he preseuts ycu with a list
o numbers which he has personally selected from the
Titelligence Subject Code, {ISC), alszo obtain from him =
desceriptive stetement of the specific informatlion desired.
Make sure ¢that he has included appropiriste decimels apd
siashes.

Indicate the subjecl codes you want searched in numerical
order. Check the ISC for the subject codes most appropriate
Por providing documewnt references. In case of doubt, first
diseuss your coding problem with the senier libraxian iw the
general reference unit\ . If sbke cannct resoive
your diffieunlty, refer it to the Assistant Chief, Apalysis
and Catalog Bram’q

35 Ares codes
Determine the areas wanted by the requester. If he says
Wegtern Furope, far Eest, Southeast Asia, tin Americs,
Middle Besgt or Heayr Bast, ask him to wome the individual
countries to bde included. If he specifies Sstellites,
does he wanl Bastern and Western? If the request is for
informaetion cokcerning the USSR and/or Satellites, use the
following bloc designation:
Bloc A - USSR aud ell Satellltes; Bloc B - USSR only; Bloc
¢ - Just European Sebellites; Bloc D - Tar Esstern Satel-
jites only. Since the Machine Division uas & list of the

S-E-L-R~E-T
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TTR/A APPENDIX 2B ATTACHMENT T-2

individual area codes to be run for each bloe, this elimi-
nates reading long lists of aree codes over the telephone.

List the area codes and any breakdowns thereof in proper J‘
szguence. :

4Y Security classification
Hfa.ve the requester desigpste the security classification of
the references he wants to see.

Sse_also REQUESTS FROM OUTSIDE AGENCIES {2 b below)

5} Sources of information
6} Dates of publication
7) lLocator wumbers, 1f any

8) Urgeuncy of request
Always £ind out the analyst’s degree of need and give him
a reasonable estimste of how long it will take the Machine
Division to service his reaquest. "Crash" - immediate hand-
™ ling; "A" - g&s soon as possible; "B" - routine.

9} Cards or tape
Ask the requester 1if he wants to use IBM cards or to have
an imbellofex tape prepered for him. Carde must be screened
in the Rending Room, whersss & tape is given to the reguester
oa a retsin or destroy basis. Cards are prefersble if there
are o large oumber {50C ox more) of references involved,
baceuse The requester can discard ciltations of limited interest
bafore a tape is prepared. Moreover, you can obtaln cards more
quickly from Machine Division.

If the analyst desires a tape, ask him if he uweeds one or two
coples of the tepe, and have him specify the order in which he
wishes the references Lo appear.

10) Date and time request is telephoned to ldachine Division.

b, Talephone instructilons to Machine Divieion . At 25X
this time, the Machine Division will provide you with & counbrol
~umber walch must be recorded in the "Request Fo." bleek of your
"yndex Szarch Record" sheat.

. PV P

File the "Index Search Record" sheet in a folder labled "Machine

S-E-C«R-E-T
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PTR/1 APPENDIX 28 ATTACHMENT 1=3
Runs®™ which g kept in 1425 M.

When you receive a completed request from the Machime Divisioun, FLll
in the following on your origlhal "Index Searsh Record™:

1) The date and time you received the completed reguest

2) The number of references furnished.
In those instances where you feel that the number of references
supplied 1s insufficient, explore the feasibility of msking a
re-rum, using a slightly different subject or aree approach.

Scen the tape to make certaln that ell the entries are legible and

that the security restrictions have been observed. Stamp the correct
security =lasr 5 A an

Any tape Jearing & header ceaid describing OCR facllities and services
must have a classification of at least CONFIDERTIAL. Reteln or destroy
should alszo be stamped on each tape.

Heve the requester sign a receipt (Form no. 38.16) when he receives

his tape. PFrepare duplicate receiptes for tapes requested by CIA
anslysts {see Attechment B Por the corvect way to £iil ocut a receipt).
Heve your requester sign the original copy of the receipt when he

pieks up his tape, and file it in chronoleoglcal order by run number in
the Machine Run Receipt Box in Room 1426 M. The carbon copy is for the
requester’s retention.

See also REQUESTS FROM CUTSIDE AGEMCIES (2 c below).

2. Requests from outside agencies.

Follow procedwres in 1 a. -f. sbove, with the following additions.

&,

ba

Log written reguests from outelde agencles immediately upown recelpt in
the Collechica Directives Folder £1led im 1425 M. Enter the following
pertinent datas

1) Wewe of requesting sgency

2) Request number

3) Burief statement of subject and ares

L) Your name '

5) Due date

6) Date you send out the completed request

Security ciassification
Be extremely cereful of security classiflcation on iatellofax requests
fyom outsidle agencies. Elimlvate CEA YFIERWATL, UST_OFEY_{0s Ko Te o )

.. B~E-{-R-E-T
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TTR/1 APPENDIX 2B ATTACHMENT -4
‘232{3;1 ta!:;.‘tsid% requests. Segregate references bearing a distribution
- 4 ,§ and/or 795 and screen them cevefully to be certain that
2n outside ageuncy is entitled to see them.
1) Defense Agencies {Army, Navy, Air Force) as a genersl rule,
can receive imtellofax tapes, in duplicate, through TOP SECRET
2) lepartment of Stete
may receive references through SECRET only
3} Hon-IAC Agencies worlking on portions of Natiounal Intelligence
a) Recelve references through SECRET only
l b} Do not receive
| OHE reports {locetor 02-07C0)
OCI materiel {locator 02-0800) :
i 25X1
: Distritution warning meterial { /8 and /9) ]“
| except FDD translations {locator 02-0620) ;
) "
2 , L} Research orgenizetions under coutract to the Defense Agencies ,

{came a5 2 b 3)above

| | 25x18

a) have TOP SECRET aud CIA INTERMAYL USE ONLY items put
on separate tape

b} bhave their tapes transmitted through 25X1
who asgumes responsibllity for determining those items I
‘represen'tative can have access. 25X1

HOTE: In sitwatiorns nct covered by the above lvstructions, check
with the eppropriate branch ia OﬂR/Liaiaon Division.

¢, FRecelpts for tapes

1) ¥Prepare three copies of the receipt -- ome to be signed by
the {ndividual cherged with transmitting the tape, the second
copy o be signed by the »equester, amd the third copy for
+he requester's retentlon.

c2) Puil the copy signed by the tranpmivtal officer from the
Receipt Box &s scon as the copy siguned by the original

S-E~{~R-T-T
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TIR/L APPENDIZ 2B ATTACHMENT 1-5

equester 1s returned and filed.

d. Traosmittal of tapes

1} Military services
Give tapes to the Classified Yaterlibrary Loan Librarien
{1050 M} for trensmittal.

2) Other agencies
Give tapes to appropriate OCR/Liaisorx Division officer
for delivery.

Continulng idntellof=x listings

Bring to the sttention of the Chief, Information Section, requests
for continuing intellofax listlvugs. That individual will formalize
the request by drafiing e memorandum to the Chief, Machine Division,
CCR. Conbinuing liztings slready in effect are noted on cards filed
1n the Relevence Reminder Box, which is kept in 1425 M.

Book tapes

It 1s posoniblie to have e book tape prepared from either the subject

or aves geetion of the Maln Catalog located in the Bibliography Rocm
{1414 M), Pull the desired embries, weed duplicates, alphabetize the
cards, and send $hem to the Machine Division for scamning. IFf there

exe no classified books or wo materiel higher than CONFIDERTIAL, be sure
%o 1ndicete thet you wanbt the eatries to be scanned on unclassified
paper. You are respomsible for stemplog the correct clasgsification on
z bonk tepe bafore you release 1t to your requester. Rormally, a tape
vhich: bes no clessified entries ow 1%, Ils stsoped FOR OFFICYAL USE ORLY.

Basle inbelligence tepes

A %epe of besic iutelligence stnudies can similarly be prepared from
the Basic Imbelligevce Catalog in the Bibliography Reom (141l M).
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TTR/ APPENDTY 2R ATTACHMERT 2

{ Reviged Security Clussificution Codes
1. Records kept vy Analys
thut 85% o
code.

! t3 on use of /9 vetween 13 Feb-18 March revewled
CI. reports hud multiple gecurity controls which required /9

2. To rectify the «bove, the /9 category is to be split by {a) assigning new

/0 und /7 %o ISC \gencies Only wnd lntelligence Components Only respectively,
(b)*including any exception to NGFORK in i, B, C, F, end {c) typing certain
conitrols on mots but Qggmgggﬁgg.them. This in effect leuves very few of the

former contrcls in 79.

3. dttached ls a vevised Security Claasificution Code Guide duted 1 april 1955
which supersedes revision duted 13 Feb. 1955.

4. Formerly controls such ag /9 weve pernitied in ccuwbination with security
c%ussifigution 1.5 only. Effective thie dute security controlsa /0, /7,
/8, anéd /9 may be combined with 1-3, a-F, and J-R.

5. In some cuses of multiple control more thun one slash @y be used to
indicate such controls.

M
N

You will note in parugruph i zbove thut controls may be combined with 1-3
and thut b snd 5 are excluded. There is one exceptlon: State Dept. Limited
Officicl Use will be coded /9., In oither cases where you find it necessery

o use = control with elther 4 or 5‘
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APPENDIX # 3

INTELLOFAX RUNS MADE BY ORR FOR THE TASK TEAM

When the Consultants evaluasted the intellofax system, they examined
the coding of documents at the input stage end the coding of rums at the
output stage separately. Their subscquent evaluations were based on the
fact that refercnce librarians did not code the same run in the same way
and document analysts did not code the same document in the same way.
This task team felt that it should employ better methods of study since
it is impossibie to predict from a perusasl of coding slone just what effect
the variations in coding will have in the final results of machine runs.
For exanple, two document analysts might code the same documents differently,
as they did for the consultants. Analyst "A" might use three codes, and
analyst "B" four codes; however, both analysts may have used three identical
codes, the fourth code having possibly been added by analyst "B" for insurance
purposes and perhaps exerting no real effect upon the ability of the intello-
fax system to retrieve the documents.

The task team Gecided to investigate the intellofax system from the

I.w;:i other end- that is, to try to learn how many errors occur in the handling of
"3ﬂ test runs; and then to examine the coding to find the reason i'or these
@rrors.

Five different subjects were chosen for the test runs through a selec-
tion based upor the fact that:
(1) They were subjects normally hendled by intellofax.
(2) There were excellent files on these subjects In ORR; therefore,
+he task team would know in advance approximately what the
results of the runs should be.

The intellofax runs on cach of these subjects were requested by re-
search enalysts sn ORR responsible for the subjects. The analysts disgussed
the problens with the Composite Group in the Reference Branch of the Library.
The results of the runs were then compared with ORR files for the followirg

informations

S-E-C -R-BE-T
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7TR/1 APPERDIX 3-2

The pumber of documents recovered by the intellofax system which
pertained to the subject desired.
A. The number of documents on the run coutaining valuable
information.
B. The number of documents on the run containing informa-
tion of only nominal value.
@. The number of documents on the run containing informa-
tion on the correct subject but of no value.

II. The number of documents on the run not on the subject desired.

III. The number of veluasble documents in the analyst’s files which
should have been recovered by intellofax but were not.

TV. The number of valuable documents in the analyst's files which were
not recovered by intellofax because they are not coded by intello-
fax - for example FBIS Daily Reports.

V. The number of instances where the subject of the rua ves also the
principal subject of the document.
The results of the examinatious of these runs are shown on the folloving
charts.

S-B-C-R-E-T
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3. In general there seems %o be little difference in the title descrlpzicm
of documents over the period of time considered here. Some of the Zo‘t
documents were well coded, and bore deseriptive titles, otkers wer:aﬂ 2 a
Some of the 1957 documents have titles which are usefvl, others cO
stand conslderable revision. 25X1
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Results of Intellofax Rua on

B-B-C-K-f-~T

Production of Russian Mainline

Locomotives July 1951 to Date

Total number of documents cxemined

Number of documents recovered by the Intellofax rue which
were on the subject desired.
A. Number of documents containing valuable information
B. Number of documents containing information of only

nominal vealue

C. Humber of documents which were ou correct subject
but which were of no value

Number of documents brought out by the Intellofax Run
which were not on the subject desired

Number of documents which were in the analyst's files
vhich should have come out on the run because they
were on the correct subject and vere the type of docu-
ments normally handled by Intellofax.

b kg $-3

Number of documents in analyst's file which were on
the subject desired but which did not appear on the
run because they are documents not no

FBIS

rmelly intellofaxed.

=

Current Digest O

BRC Surmary of Vorld Broadcasts

Merking Center Briefs

Polish Press Summary
Number of documents in which the subject of the run
was also the principal suoject of the document.
Number of documents in which the subject of the run
waes unot the principal subject of the document.

f the Soviet Press

]

3
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TTR/L .ppendix 3-9

Re 37°
sults of Intéllofax Run on Chinese Mainline Locomotive Production, 1949 %o Date

Total nunber of documents examined 85

Number of documants recovered by the Tntellofex
run which were on the subject desired.

A. Numbér of documents conteining valusble information 53

B. Number of documents containing inforwation of only
nominal value. wctoan

C. Number of documents whiech were on correct subject
but which were of no value.

)]

TOTAL 57

TI. Number of documents brought out by the Intellofax Run
which were not on the subject desired. 28

TII. Number of documents which were in the analyst's files
which should have come out on the run because they vere on
the ecorrect subject and were the type of documents normselly
handled by Intellofex.

@ IV. Number of documents in analyst's £ile which were on the L
s subject desired but which did not appear on the =un ‘
becouse they ere decuvments not normally intellofaxed.

v. TNumber of documents 4n which the subject of the wun was
also the principal subject of the document. 28

VI, Number of documents in vhich the subject of the run Was
not the principal subject of the document. 29

SeBaleR=ET
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TTR/1 .ippendix 3-10

ORR Comments

1. There is no simple way of locuting the documents listed on the
intellofux run. This mokes it difficult, on long runs, to check
off the documents ugainst the listing itself to make sure that
511 documents huve been received.

2. No puge numbers are glven for FDD Summuries, etc. For exumple
{Item #163) CI+ FDD Summary 7936, 23 My 1956 was listed with
no page reference. This document was composed of 140 puges. It
hud 24 pages on railrouds of which 22 had to be scanned before the
first {and only) item on locomotive production was found.

3. The FBIS documents often actually contain no more information than
is given on the Intellofux run {Item #170, 171, etc).

4, Air Intelligence Info Reports which consisted of approximitely
166 of the 430 items listed pructically always contained informution
of the type recuested. This wus probably due to the fact that most
of the reports deult with single subjects and were short {about 1-3

pages). | 25X1
n)
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ANNEX #2. TO APPLIDIX /3
CONSUMER ANALYSIS OF INTELLOFAX RUNS MADE FOR THL TASK TEAM
‘ 25X1

The five ORR test runs were made for the Task Team by four ORR
analysts:
who directed the investigation and 2lso served as a member of the Task
Team., In Appendix #'3 the results of the study were compiled by the
':"L‘ask Team, which made no attempt to interpret the findings. The followw
ing report, prepared | | on behalf of the group, includes 25X 1
a more detailed surmary of the findings as well as an interpretation of
the results and thus presents a judgment of the effectiveness of the
Intellofax system from the consumers' viewpoint.

1., Introduction: purpose of the project

This research praject was designed to test the effectiveness
of the Intellofax system &s a method of document retrieval and to
identify its strengths and wealkmesses. Specifically, the project was
to determine:

.D a. the degree of pertinency andé relative valuz of
documents retrieved on specific tepe runs;

b, the number and type of documents which were not
retrieved by these runs but should have been;

c. +the volume and type of material pertinent to the
subject of the runs which is not now Intellofaxed;

d. the consistency of identical runs made at different
times.

2. Procedure

Five subjects, corresponding to comron types of ORR reporis,
were selected for testing the system. Tuo factors coverned their
selection. The enalysts who vere to carry oub the research were to
be experienced and thoroughly conversant with their subjects, and
their files were to be well-organized, comprehensive, and to have
been maintained continuously for several years. In addition, an attempt
was made to sample all major areas of the Sino-Soviet Bloc (USSR, China,
Cgechoslovakia), to vary the time-span of the test runs (from the past
two to the past eight years), end to include both very specific and
pather general topics. A description of the subjecects and a listing of
the analysts who performed the research is given in Attachment Ao
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The testing was conducted in the following manner. Kach topic
was carefully discussed with the Composite Group in the Reference
Branch of the library, coded, and two copies of the resulting tape
run obtained. The cards were not screencd. A£11 documents appearing
on the runs were ordered.

In order to establish the degree of pertinency of the documents
which were then obtained, a series of categories was established into
which the documents were divided. It was assumed that the analyst
was screening and analyzing documents preparstory to writing a repord
on the subject of the run %see Attachment &), In the screening stage,
the documents were divided into two general groups: those pertinent
to the subject of the run (i.e. those which had been correcily coded )
and those which were completely extraneous o the subject of the run
(i.e. incorrectly coded or appearing on the run by accident).

To determine the relative value of the pertineat cocuments to the
hypothetical reports, they were further divided into three groups:

8. those vhich contained data of such valuve that they would
definitely be used in the actual writing of suvech a report;

b, those which contain less imporitant cata usgeful primerily
as background informationg

c. those uhich contained information of such unimportant or
fragmentary nature that they were of not significant value
{although still properly coded and belonging on the runj.

The analysts were well aware of the subjective nature of deter-
mining the value of particular documents. This was mitigated as much
ag possible by exchanging views on how to apply the criteria. DBecause
there was undoubtedly variation in the application of the criteria,
the data in the attached tables should be considered as illustrative
or suggestive rather than as definitive.

In order to establish the number and typs of documents which
should have sppeared on the Intellofax runs but failed to de so, all
documents in the analysts? files were checked against the decuments
appearing on the test runs and documents o%‘ ’cmjz’es“normally.111telloi'axed
but which did not appear on the runs were identified and listed. (These
1ists were turned over to the Chairnan of Task Team One for analysis by
another member of the Tesn). After Listing, the documents were evaluated
| and divided into two groups: those which would be used directly in a
report on the subject o;[_‘ the TN, and those which would be vseful pri~
marily as background information.
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To identify the volume of material pertinent to the subject
of each run of types uvhich are not now being Intellofaxed, all other
useful material in the analyst“?file was divided into itwo groups:
one, material directly useful to a report; two, matericl useful
primarily as background informatior:.

Finally, in order to test the consistency of runs made at
different times, three of the original runs (numbers 1-3 in Attachment
A) were run a second time, using the same Intelligence Subject Codes
and cut-off dates,
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& second conclusion vhich may be drawn from the test runs isg that 4

the coding of do cuments during the past few years is much improved
over the period before 195k. An examination of the documents drawn i
°n runs 3 and | shows a much lower degree of pexrtinency for documents &
coded during 191)9<53 than for those coded later. The pertinency of ;
funs 3 and L was also less than that of runs 1 and 2 because mainline d
locomotives are less identifiable from a coding point of view Tham

are trucks or passenger cars and some documente containing information .
on locomotives other than mainline (industrial or mining types) B
Inevitably are coded under the mainline category. A4 third factor which :
reduced the degree of pertinency of runs 3 and ) is tte fact that until :

1951, the I. S. C. did not differentiate between mzinline and other b
types.,

Related to pertinency is the problem of single-subject versus
i multiple=subject documents. Periodically the suggestion is nade that
i documents be coded so that those with fragmentary information on a
glven subject could be eliminated from a run. Although an evaluation
of this suggestion was net made a part of this research project, the
test runs showed that some aspect of the subject of the run vas the
principal subject of two.thirds of the pertinent documents which were
b,;ﬁ,) retrieved (Attachment C). Again a contrast was apparent between the
- more specific and the more general runs., Among the former (test runs
1.l), the percentage of documents in which some aspect of the subject
of the run was the principal subject of the document ranged from 50
to 865, In test run 5, only 16% of the pertinent documenis fell in
this category.

Se far as the relative value of the pervinent documents goes, a
surprisingly small percentage was considered to be of Iittle value on
test runs 1-l. 4s Attachment B shows, 6 out of 7 documents retrieved
on these runs provided either useful background information or informa--
tion of direct value to a report on the subject of the runs, Although
test run 5 illustrated the greater difficultyr of procuring useful
information on a more general topic, even here more than half of the
pertinent documents contained useful informaiion.

b, and c. Pertinent documents vhich were not retrieved or
retrievable by the Intello¥an system. :

o~

The chiaf corclusion to be drawm from & cemparison of
the pertinent material in I/TH files with the pertinent material
retricved by L of the test runs is that the intellofax system is doing
a very satlsfactory job of retrieving docunerts ulich are placed in
the system. Ls Atbachment D shows, the files in-I/10 contained 125
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documentg whick apparently should have been retrieved by the system but
were not so retrieved (excluding test run || for uhich this information

was not available). These amounted to approximately 18 percent of the

pertinent and useful documents on these subjects (test runs plus addi-

tional documents in I/TH).

However, about },0 percent of pertinent documents in I/TH files

on the subjects of the four test runs were of types which are not now
being Intellofaxed, and of these, three out of five contained informa-
tion which would be used directly in a report. Data on pertinent
documents in I/TH files of types which are not Intellofaxed are sunmex—
ized in Attachment D; the documents are broken down by type in Attach-
ment E. Ag the latter shows, FDD and FBIS publications compri.sed more
than three out of five useful documents of tynes not being Intellofaxed.

d. Consistency of runs.

Test runs 1-3 were re-run with the same code patteras I to 8
weeks after the original runs. In the case of run 2 the terms of
refercnce were sliphtly different, due to an eror; and therafore a
different number of documents appeared on each run. In the case of
runs 1 and 2 both versions were identical with the exception of docu-
ments added after the original cut-~off date.
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tbachment A. List of research analysts and description of topics.

25X1J8

25x148

25X1 o5x 1M

25X188:

25X1
. ) Description of topics.
Topics 1 through Ly were selected as typical examples « i
topics dealing with readily identifisble obiects wﬂﬁ 25X1
25X1

Topic 5, a much more general subject composed of less easily identi-~
fiable and less specific elements, was selecisd for purposes of contrast.
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APPENDIX #L

The 051 Study on Document Coding i

In 1956 Dr. Maleolm Pratt of OSI conducted a study of the intelligence
documents received in one division of 0ST (see attachment #1). He had the
subject interests of FSA/OSI reduced to code mumbers in the ISC. These

codes, representing the requirements of OS5I, were compared with the codes
agaligned to the documents by the Analysis Branch, Document Division, OCR.
The concluelon of his study was that LO% of the documents reviewed (which

{
were pertinent to OSI needs) could not be recovered by means of an intel- ?
lofax run because the proper code mmbers had not been assigned to the B
docunments. i

3

ey

During the two years since this study was made some individuals have
accepted it as proef of the unreliability of the intellofax system while
others have questicned the reliability of the study itself. However,
until this time no one has ever examined it to determine the validity of
its conclusions.

Fortunately, Dr. Pratt had kept the material used in his study.
The task team was gble to examine the codss used {which 0SI had described
as equivalent to their reading requirements) and were also able to scan
the decuments which OS5I e¢laimed to have been coded incorrectly.

To evaluate the study the task team took a sampling of 3 documenis
from the group that 0SI maintained were essential to their operationsl
but had bezn coded incorrectly. The coding on these documents was then
evaluated by the Analysis Branch, Document Division and by members of
the task t2am to determine whether it was correct. A detailed bresk-
dowm of th2 rumber and kinds of errars found is included in Appendix #5,

below.

The conclusion of our examinstion was that the number of documents
coded incorrectly in the Document Divislien was about half of that esti-
mated by Dr. Pratiz, He stated that 31% of the documents essential te
0SI were coded J‘.nco;r'rec’i:ly,,2 while our sampling produced a figure closer
o 15%. There are several reasons for the varlation in our findings.

1 pNope of ‘the documents regarded by OSI as margin‘g_l._ 1o their interests
wore exadined.

2 The figure of 31% does mot include the items of marginal interest to
0SI. The LO% error mentioned in Dr. Prati’s report includes these

@ marginal items. y
> |
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First, the codes submitted by the OSI branches as representing
thelr dissemination requirements were incomplete. One example, une
important code for mclear research was missing from the list submitted
by OSI. A large group of documents which had not been assigned the codes
specified by 0SI could have been recovered by an intellofax run made by
a4 person who understood the use of all of the codes in the book.

Second, several of the documents did contain the proper codec but
the clerk in 0SI who conducted the experiment had failed to notice them.

Therefore, whereas Dr. Pratt was correct in assuming that, errors
occur in the coding of documents for the intellofax system, the ivtal
percentage of error shown by his study is not as great as his report
indicates. For a more detailed discussion of the errors and for sugges-
tions as to what ¢mn be done to reduce the margin of error, see
Appendix #5, below.
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;; ATTACHMENT #3 10 APPENDIY #L i
‘ <
!
13 Noverber 1957
~ " F
1, The attached Figures 1-3 relate graphically types of ¢

CIA and Air Force intelligence reports with analyst interest
as thess were routed by OCR to the Physics and Mathematics

Branch and the Chemistry Branch/FSD/0SI during a three-week '}
period in the spring of 1956, i,

2, The study was undertaken to determine whether more ¥
effective dissemination might be achieved on the basis of code
assignments 'mder *he Intelligence Subject Code (ISC) in place
of the subject reading guides then in use. The conclusion was
smphatically ®nog® more serious, however, was the finding that
of the reports judged by the analyst to contain information of
which he must be avare, some forty percent would not be retrieve
able through the coding and machins contrcl as then maintained
by OCRH.

3. The tegt was conducted by asking each Branch to desig-
nate all of the codes in the ISC which covered the analytical
| function of the Branch. As the mail was received, the FSD -
- gcreening clevk, who worked in close association with the am-
”’) alysts, separatsd the reporits into two piles; ons which she
thought the analysts would wish to receivs, and one which she
didn’t, The second pile would normaily not have been sent to
the Branch, but for the test period it was., A second clerk
attashed to each report a 5 x 8 card of different colors de-
pending upon whether the repost carried one of more of the copies
speeified by the Branch and vhether it wuld or would not nor-
mally be routed to the Branch. The analyst was asked to detach
this card and check ome of the four statements thereon, which
¥ were in effect the four conditions shotm in the legen] on each
Figure, These ecards were returnéd’ to a certral point for the
analysis which forms the basis of these charis.

Lo Ths test was confined to CIA and Air Force reporis
because only these were coded before disgeminatior by the OCR

reading panelo.
5, The Fundamental Science Divitision (FSD) was then lmoum
as the Fundsmental Sclence Area (FsA).

6. Idterally, the notation under colums 3 and l should
read "nob normally routed to the Bransh.” |

e

7. The forty percent figure, mentioned earlier, of reports
containing essential information and yet not later retrievable

5
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by machine searching is the ratio of the area in red to the
larger one outlined in red.

Malcolm Pratt
IPS/SI

Salicloll=ET
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Q APPENDIX #5

| fnalysls of Actusl and Alleged E
| S R peaotuel and Mieged Errors in Systen - Study of Pratt

The charge 1n the Consultante! report that the system is une
reliable is meaningless; it merely implies that the system is im-
perfect without giving any degree of imperfection.

Two questlons rmst be answered:
l; What is the margin of error in the system - 5% - 104 ~50%2

2, If the margin of error is greater than can be tolerated by
the users, can it be reduced by z) changes in the syatem
itself; and b) new controls and checks imposed on the system?

Te answor these questions the Task Team used three methods of
invegtigations
1, It mede test machine runs on subjects where the results
of the runs were already known and could be checked against
ORR researchers! L£iles,

2o It reviewed a study made by Dr, Pratt of 0SI several years
ago in which he e¢laimed that the coding of documents is

:p) wery unreliable.

3o It interviewed analysts from various Agsney offices who
had participated in the questiommaire to lsarn how ef-
fective the gystem is for their particular nesds,

What is the pregent margin of error?

An examination of a sample group of decuments fyom Dr, Pratils
gtudy indicated that zbout 15% of the documents were attributable
to system errors. In one test run (ORK rum #231), the margin of
error was also 157,

in 1956 Dr, Pratt conducted a study to detsrmine whether it
would bs possible to route documents in OSI according to the codes
assigned to the documents by OCR, Because he found the codes un=
suitable for dissemination purposes, he concluded that a large pere
centage of the coding was incorrect, A more completo feview of
the Pratt study is contalned in Appendix §j of this report,
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5 05T {Pratt) Study - Errors

Syutem Ervors = 21

Coder did not understand document =
j Coder missed an important concept =
: Coder used general codes rather than specificg there-
¥ore missed specific institutes (carelessness, lazie
ness, misunderstanding on extent of coding expected) =
Confusion between research, development and pro-
duetion (600 ve 700 Section of ISC)

Coder omitted appropriate codes

w N

Htox«: w

gla &

et

Total

Hon<System Lrrorg =~ 22

Content of documentz did not warrant use of numbers
1isted by OSI .

Cpen publication - not coded in system

Missed by 0SI clerk

8 5 G
o e o

@

Total 27

25X14

o 25X1
Errors in Hachinz Ruy]

Svgten Ervors = 33 {1L.5% of total run)
OySWell s ] - _‘ o,
Coder did not unders vand domuner_m =
Tedor did not include code for trucks 11
[codes used are on documents) = laziness,
carelesgness, lack of understanding.
Coder's failure Lo codﬁ iten, or machire error - 19
way of dotermining . >
i }('Izghiné eyror (correct code en code sheet) 1

s

i . Total. m 33 \
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| ém Non-System Errors 32 / 7
go prefix action code applicable =5
0 specific mentlon of trucks
. » rer se, in document =T

Dogumeui disgussed estimated productién, which wes
uot requested in run {correctly coded 8-11/) =2
Doc%ments covered other aspects:

Military use of trucks =2

Research and development {correctly
coded 662.113). Composite Group may have been 1
et favlt by wot inquiring vhether prototypes were |
to be included. Researcher obviously expected

these, as he filed them under specifications, 2-5/ =11

Duplicates listed by researchers = 2

Bocurents uot included in system

{Joint Weekes, Cables) =3
Total =32

How to correct the error oubtlined above - The terms and the aree of
caoverage of each code must be carefully =nd clearly defined so that

¥ Apother large area of confusioan 1n semantics between research
apalysts aud document apalysts {coders) is the definition of "exports".
Some ORR analysts expect tc find offers to sell a product with com-
pleted transactions, whereas the Document Divislot coders have the

two concepts under separate codes.
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the
research analysts (users) will know what to expect from the codes, . [

2gge:he ggcu§¢nt anelysts (coders) will know exactly how to use the
orti ? ibrarian must continue (and this will be improved by

p clpation of a DD senior amalyst in the Composite Group) to ad-

vise the researcher of the meaning of terms.

2]
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This task force or any other could never reveal all of the ex-
emples of errors (or what researchers consider to be errors) in the
systew arising from semantic differences. The best way to uncover
this unreliability" is to have the Composite Group maeke frequent
follow-ups on the results of machine runs. ~ When the Group discovers
that an analyst did not obtein certain documents he felt he should
have received, OCR/DD should cither make a decision to code this
category of material under the particular code desired, or put an
indication in the subject authority file (which should be establish=d)
that this type of material is covered by another code. The decisions i '
s0 made, as well as those which already have been made, must be en-
forced by constant review of the work of the document analysts by )
the senior coders. j

7

e e e g e

o

A much smaller group of coding errors(about 8% found by the
Task Force) were caused by the fact that the document analyst who
agded them evidently did not understand the subject discussed in

uh’jj%’e document. The proposed plan to break up the Analysis Branch !
by subject will help eliminate this tyve of error because each
analyst will have a smaller number of subjects to hendle and can
develop some specialized knowledge in these subjects. Again, re-
view by a senior document analyst who iz highly specilalized in a :
specific field will increase the reliability of the coding. ;

Of the total number of errors in coding; one third were at- ]
tributable to prior careless or inadequate coding. One example of !
this was a document describing several sclentific research institutes.
The document was coded under one general number for research insti-
tutes, instead of under the specific codes for each institute. Re- !
view by the senior coders seems to be the only solution to this prob-

len.
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g;l:;tioizs are put % the intellofax system. In the example cited
» 1t 1s Just as likely that the agency will need to know what

zguipment is contained in that particular insti i
W0 need o lmerr Y,

oW many|
The present system of placing the senior coders

L une Hersrence Dranch on rotation assignments should help to

bring the needs of the research analysts and their methods of cone
ducting research to the attention of the Analysis Branch, OCR/DD,
Dividing the An:lysis Branch by subJect should help also, because
it t:iﬂl bring the coders in contact with their counterparts who are
coding research on the same subjects elsewhere.

The errors in the system thus far discussed have been, for the
most part, those stemming frem the original coding of the docwsents,
although mention haz Leen made of the ffficulties wiich arise when
the system does not understend just what the analyst expects from
his Intellofax run. However, in the course of interviewing analysts
from warious parts of the agency the Task Team uncovered a machinz
run in which the coding of the request for recovery of documsnis was
inadequate, It iz impossible to tell now just how mary of the errurs
in the system are caused by inadequate coding in the recovery process.

| who made a daily review of the coding done in the-

Reference Branch after the runs were made, estimated that there was

a 59 error on the part of the Librarians due to miscoding, omission
of coding, overcoding and misuse of area and action codes, The member
of the Task Team who participated in the Composite Group experiment
atates ‘that the Group’s procedure hasg reduced much of the error from
this sowrcas-not only because the judgment of two people better than
that of one, bub because the representative from the Analysis Branch
is present at ail timss instead of arriving at the end of the day

to offer asslstance,
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APPENDIX # 6

CUSTOMER OPINION

Three methods were employed in exploring customers' opinions and obtain-
ing their suggestions:

1. Questionnaires were returned by 429 individuals representing sll

mejor components except those under the Deputy Director (Support).
Tebulated results of the questionnaire are given at the end of this
Appendix. However, statistics from the questionnaire have limited
velue because of the uneveness of the volume of responses from dif-
ferent offices. ORR personnel returned 64.h pér cent of all queg-
tionneires received. While OBRR is the biggest singlé customer, this
percentage is out of proportion. Of more value were the individual

comments, some quite detailed, made by many persons f£illing in the
questionnaire.

2. Seven round-table discussions were held with small groups of customers--
four with ORR personnel and three with CS personnel. The results of
these are reflected in the body of the report, and also in the individ-

> 3 ual comments summarized below. In addition, an OSI employee who had

,ﬂm Sanitized Copy Approvéd for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

mede a study pertinent to the task team's area of responsibility some

time ago was interviewed, his study recexamined, and its implications
further explored (see Appendix #% and #£5).

3- Two members of the task team were from using components, again ORR
end CE, and vere themselves either substantial customers or closely
asscclated with substantial customers. This contributed both a
customer viewpoint within the task team itself and the benefit of
much informal discussion within those components.

Customer Attitudes

Intellofax sexrvice is essentlally a relationship between the service it-
self and the requester or user. Hence, the customer is an essential part of
the process and observations concerning the charescteristics of the customer are
pertinent to the problem. Although CCR cannot comtrol the natures of its cus-
tomers, an understanding of them czn add to the effectiveness of customer rela-
+ions and customer education.

While constructive suggestions for needed improvements in the Intellofax
svatem came from many analysts, the more intemperate reacticons were conecen-
;iated smong persons who exhibited one or more of the following characteristics:
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ihHOEtEIGla for the simple 1ife of the days before the invention of

) & wheel, the industrial revolution, or the electronic sge. These
individualg identify machine methods of handling documents as the
cause rather thean one result of the increasing complexity and bulk
of human knowledge and information. Thelr ideal inege is of a golden
oa§ card file from which they could identify, with their own hends
anc eyes, every plece of iutelligence information and every report
and. monograph that has flowed into the Agency since its birth. Micro-
films end sprocket-feed accordion-folded paper are alien symbols and
threats to security. These people merely exaggerste a feeling shared
by most of us, and many of them ere guite frank in acknowledging and
discussing thelr own discomfort in adjusting to the machine in re-
search techniquas.

A renk-heppy distaste for getting their toes wet in the same pcol as
the humble hewers snd dravers. If told that many hours can be saved
in their particulaer search 1f they go to the library and screen the
ecards, they either send a clerical subordinste to perform such screen-
ing or reject the suggestion sltogether and later complain of the
length end lack of gpecificity of the machine run. The opposite side
of this seme coin is 1llustrated by junior and intermediate personnel
vho carry out perts of research assignments under seniors, and who
complain of difficulties resulting from insdequate briefing on what
the senlor is actuslly after. This withdrawnm attitude has particulaer
applicability to the passages in the body of the task team report
deeling witn the heuristic value of searching.

An ipper-circle complex under the disguise of security-consciousness.
Much less prevalent that it was six or even three yesrs ago, this
atbiltude occurs most frequently in the CS compoments. It is an
extreme form of the classic confliet between security and effilciency.
In order to "bury"” the "operational interest,” these individuels
purpozely disguise the request and reruse to explain it sufficiently
to enable the librarisn to use Judgement and initiative in fulfilling

it.

At the opposite pole. the best informed user reactions, whether critical

or Pavorable. recognized the intellofax as one research tool smong meny, its

present drawbacks
Even when present BnoTacomingf
thev expressed the beillef that

of the system were emphasized by these customers,
1o other imaginable system could rival the

intellofax in handling so much end so multifariouns meterlal.

whst the Customer Looks For

L)

-
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1.

r Prom the intellofex falls ianto two main groupings:

What customers soel F

Supplementary informetion, in cases where pevsonal flles have elready

§-B-C-R-E-T
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b?e“ buil? up, where other tools arc used earlier or similtanecusly,
Or when the need has been anticipated and partially met.

r

Comblete coverage, in cases where the customer hopes the intellofax
will provide all the information he requires.

Several enalysts from ORR stated in the questionnaire that they maintained

Dersggal flles; most of these individuals added that they used the intellofax
for "insurance” purposes. Personel Tiles were maintained to provide an "ade-
quate vorking background” and to answer frequent "ad hoec questions.” One
analyst whose files answer most of the questions which arise had utilized the
intellofax system to check the adequacy of his files and to do research on
points not covered in his files. This individual did not fird 1t worthwhile
to use the intellofax Tor checking his files because of the time and guesswork
involved in selecting documents. In one of' the round-table discussions, an
analyst from QRR's Analysis Division stated that he receives e tremendous
amount. of material through dissemination channels. much of which he incorporates
in his own files. He uses the intellofax for insurance, receiving a high pro-
portion of irrelevant materiasl from it. Another analyst stated the system
rarely coutributed eny additional information on a subject which he had been
following for some time, but that he used it when undertaking & project on an
unfamiliar subjeet. Another stated that he generally used the intellofax at

. @ the beginning of & research effort snd found it gave a rapid and generally

WF"kﬁygood listing of mejor documents. Ap OCI analyst stated he had used the system

" once or iwice for the preparation of handbooks, but later built up his own

files for this activity.

A CS researcher stated that he used the intellofax and published
materials obtained through other retrleval systems as complementary tools on
g new resesrch project. Even with materiasls in the intellofax system, he did
not cxpect fragmentary references buried in other subject matter to be re-
trievable through the normal utilization of codes. When he had extreme need
for fragmerntery references he used various approaches, such as screening docu-
ments from & particular source of specific areas. Use of suech techniques
required wide familiarity with the eantire machinery of iuntelligence production
and was very wasteful of time. It was Justified in instances where information
was scorce and fragmentary data badly needed. Another CS researcher stated he
used the irtellofax at the start of & research assignment by going to the
reference librarizns and explsinlag his need as clearly and specifieally as
possible, then leaving the selection of codes to them. A typleal resulting
tape rap o 400 items, of which he ordered 300 after screening the tepe, and
only & migority of the 300 documents failed to coutribute to his subject. .
fe stated that this percentage of hits was higher thaen cen usually be obtained
from the use of coaventional cerd cetalogues.

Many users described various nzeds which the intellofax system es it now 8.

25‘@ §-12-C-R -B~T :
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to meet or fails to meet adequately. These included:

More detaiied information on cards. Several analysts suggested a
nore detailed description of the document on the card, but few speci-
Tied the sort of additional details desired. One analyst suggested

8 brief swumary of the document. Tuo individuals suggested some key
to distinguish between brief or casual references to a subject on the
one hand und detailed information on the other. Another suggested a
notation as to the exact geographical area covered by the report.
Other suizgestions for additional data on cards included lists of sub-
topics vhen the report was so organized, and brief digests of the
yeport. It is noteworthy that no suggestion on this matter of more
Informative cards addressed itself to the problem of fragmentary and

incidental tid-bits on subjects other than the primary topic of the
rcoort.

Furtrer subdivision in the code. Many brief comments were pertinent
to the provlem of tape runs poorly responsive to the requester's

need. These comments ifllustrate the range and variety of special
interests that seek satisfaction through the Iintellofax. Analysts

in she military field, at one of the round-tables, stated that the
cote treatment of military subjects was ungatisfactory in that it was
besed on US military organization, which in meny respects did not
a8;ply to the Soviet and Satellite armed forces, which vere of primary
irterest. This same group also stated, however, that virtueslly
sentence-by-sentence coding would be required to satisfy their nceds
because so much of the material they sought was so scarce and freg-
nentary. A CS researcher proposed adjustment of the ceding system so
thet it would be possible to retrieve by source or category of collec-
tor. Related to the suggestion of the military analysts above, scme
of the CS/CI researchers expressed a need of extremely {ine subdivision
in the code and multiple coding of the individual document in the area
of dinternational Communism. A grest meny commerts had to do with
missed dozuments when runs vere made on specific pin-pointed code
designations. The dirficulty was in {eilure to catch fragmentary
reforences, and suy solution would require a great extreme of multiple
coding. 'Two gpecific complaints were that processing and agriculture
were not distinguished under the heading of "meat,” and eirfield runway
censtruction was not separable under airfield construction.

Purther gocographic subdlvisions. A special and extreme instance of
the prdeeding item was expressed by analysts vhose work lent itself

to & geographic breakdown. Severel ORR analysts wbo.treat a variety
of subjects within o very limited geographic area seid they needed to
be able to cbtain runs on specific aress within a given cougtryu Th§y
elso suggzested thet citations include the specific geographic sub-unit
as well as subjects covered. One awoslyst expressed particular. interest
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in a further breakdown of the Soviet Baltic republics; another
nentioned the need for further geographic hreakdoun of the Viestern
Burcpean countries; still another recalled difficulty in retrieving
zmaterials on the Hast-West German bourdary. Occan as well as land
gecgraphy brought out considerable comment. One analyst reported
gocd results on an Icelandic territorial sea provlem, while two others
told of poor results, one having to do with territorial wsters, the ‘A
other with the Gulf of Agaba. An hour's conference with the Reference .
Librarian failed to produce a nmeans of retrieving the materisl sought )
in the latter case, and the run made turned up only two or three docu- :
mente es contrasted to a dozen or more in the analyst's files. One
suggestlon was for a "general description” code designation to be
applied to deseriptive meterial concentrated on & smsll area, but such
rmaterials would be only a smzll part of that soughi under the geographic
; appreoach. SR Division of €S iz very largely concerned with "reality"
studies. ccmpassing the physical enviornment and Aaily experience of
the indigines in very limited sreas. Such studies are built out of |
extreme and precise detail. Such detalls crop up in all sorts of P |
documente, on all kinds of subjects, and in extremely fragmentary bits.
One such study was concerncd with e few miles of territory on either .
side of the border between the USSR snd a contiguous country. There '
wes no limit to the type of informstion pertinent to the study so
y “ long es it epplied to this pin-point of territory on the map. Yet
_'““:) there was no code run smeller than the cntire USSR provinece and the
. entire adjacent country. TFor the code to meet this problem, however,
would require a geographic coding operation of megnitude comparable ‘
to the entire subject coding operation.

L. Weeding capabllity. This was one of the most controversial issues
chat arose. While there were many refercnces +o documents that were |
slioply of worthless quality, documents that made mention of a subject {
bt contained no useful information on ithat subject, and other ore L
that was of so low grede as to be uneconcmic to refine, there was an g
nimost unanimous shylng away from any suggestion of veeding, either %
during fthe original coding or by Library personnel during the process i
of retrieval. One analyst who complained that nany documents turned i
up in runs that no more than mentioned the subject of the run went
on to say that "under-coding is e graver sin than over-codine.®

arguinz agalost any weeding process, one anslyst ccmmented he doubted
"thet the brightest non-sveclalist could ascertain what might or

right not be pertinent to a given subject." Another unoted that the
analyst himself, fomillar with the materisl in his field, also becomes
Tamiliar with the reletive worth of various types ¢f documents and can

|
|
In 25X1
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use this criterion in his own weeding and selection from overlong ’
tapes. Still another referred this problen back to that of the ]
paucity of information on the cards, citing "inadequacy of titles"

as a barrier to weeding out unwanted documents. There was Zeneral ‘
agreemcut. at one of the round-tsbles that the analysts would rather X
have no Screening done by the librerians for fear of missing anything 3
that might possibly be relevant. A group in CS/CI cndorsed the thesis '
that researchers thoroughly familiar with their fields can scan long
tapes very rapidly, the process scrving as e reminder of documents
elready seen in the continuing review of disseminated materials

rather than a5 an excursion into virgin territory. g

5. Faster processing. There vere recurrent, rceferences to delays that
appeared longer than necessary in obtaining tapes and documents.
However, some of these instances were recollected from & considerable i _'
time ago, and even duriong the period of inquiry by the Tesk Team |
various improvenents were noted. One resesrcher who conplained of ‘
the amount of clerical work required in submitting requests for - {
docunents based on en intellofax tape called back the next day to '
report that this process had been greatly simplified since he had
last used it.

"y :3 Tabulaticus of Questionnaire Returns

Wumber of Percent of

Oifice Returns Total Returns |

ORR - 277 6h.6 ﬁ

CCI 90 21.0 4

081 29 Wi ||

ONE 15 3.5 i

cs 8 1.9 i
4 i

0BI 7

00 3 T |

1. Frequency of use. Question 38 referred to the number of times per
work-year the analyst uses the library to request an intsllofax run.

Number Percent of Total
2. Do not use 160 37.2
9, 1 or 2 times 155 36.1
; @, 2 to 5 times 87 20.0
d. 6 to L0 times 25 5.1
2, 1l or mere times 5 1.4
»ﬁf, Toteal L30%

g

!
!
|
|
|
|
Replies to the questionnaire were received Trom the following components: ] i
|

% Tneludes nne double~checked return.

§mE-C-R-E~T
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Results of Question 33 by office: -
~—-----~ORR——--“ OST oCT (oS3 ONE [ OBI [46)
Do tot use To or 27% ; .

o e {0 O 27h | 5 or 17% ] 59 or P9 | 1L or 13% Ll 2 3
L2 Wimen 110 or 40% |11 or 304 67 or 30%| 2 or 25% 24 2
gﬁht.a’?:e.s Bon26%] 8or 2851 W o 541 2 or 25%

6210 times .or 5% 1 4 or 107 Lor 12% &
Hloxmere times | 3 or 2% ] 1 or 34 2 or 25%

* One of these individual

£
¥
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s circled this answer because she anticipates using

the system this often in the future. The other individual., a research
assistant, makes runs for & group of analysts.

2.

S5-B-CoR-15-T

-~

Degree of satisfection:

Juestion 46. On the basis of your past experience, please
inéigaﬁe vhether the service [to request Intellofax caerd or tape
rurs | is generally:

a. Unsatisfactory (31)

b. Mostly satisfactory, but not entirely so (32)

c. Satisfactory (1k0)

i. More than satisfectory (82)

e. Do not use the service (146)

The results of this question as compared with the results of
sirilar questions dealing with the other services of the Library
show the following pattern: a+bycvd

a+b c+d

To obtain help in finding a particylar R
——dacugent_ox book. ha 129 316884
To order books or documents from ilhe
__CIA library W7 13% 311 87%
To obtain directly background infor-~

mation needed in your work but out-
—.slde.of. your_owo_Lleld_of competence |43 21% 16k 79%
To request Intellofax card or tape
DS 63 o2% 222 73%
To cbtein information on where to get
___fuehs velated to_ your work 60 23% 196 77%
To obtain directly specific facts
___needed in your vork 6T_ 25% 205 79%
To request the preperation of a
___bibiiography ' 33 27% 87 73%

_‘ Sanitized Copy Approvéd for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6
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2. TFailure of pertinent documents to appcar:
. Question 53. In most card or tape runs I find that the
ollowing percentage of documents which I consider nertinent to
?y ;ubgect fail to turn up on the run. (Answer this question only
if you have had experience in getting tepe runs in a field which
you kncY well or where you had files of your own. Consider only the
@ypes of material which are regularly Intellofaxed. If you are not
familiar with the specific types that ere Intellofaxed, pleasc
circle "e".)
2. Less than 5 per cent (37 or 20 per cent of the total)
b. 5 to 25 per cent (68 or 37 per cent of the total)
e, 26 %o 50 per cent (22 or 12 per cent of the total)
d. More than 50 per cent {18 or 10 per cent of the total)®
e, T am not familiar with what types of document are Intello-
faxed (4O or 21 per cent of the total)
* Nine of these individuals indicated that they were satisfied or
more than satisfied with the Intellofax system.
Results of Question 53 by office:
O ORR 0sY oCT CS
> )  Less _than 5% |21 39517 3% 12 18%
5-25% 93 3Tel%  22%]1 %15 83%|
125-50% 18 teell  6pl1 T gp [l 7%
More than 50% 114 10614 257
Mot familisr {131 22% 12 1157 _GL%

6. Manner of requesting rung:

Question 55. In meking requests for an Intellofax run, I
usually request them in the following msuner:
a. In person but without discussing them with the Reference
Librarian (15)

-

¢. By telephone (15)

7. Legibility of tapes:

Question 56. Most Intellofax tape runs are:
a. Pully legible (66 or 27 per cent of the total)
b. Mostly legible but occasionally have illegiblc words (179
or 73 per cent of the total) :
e. 8o illegible as to be of little use (1¥) ,
# Thie indlvidual is oot a user of the Intellofax system.

Suil-C~R-E-T
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b. In person after discussion with a Reference Librarian (226)
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The answers in the second group cen be summsarized as follows:
. Ssven Individuals requested the inclusion of "selected” or
all" periodicals.

Nine individuals requested the inclusion of an even wider
range of material, ranging from "perhaps exceptionally good
newspaper and magazine articles" to "everything." In between
were such items as "foreign yearbooks and similar publicetions,"

all Soviet publications," and "complete coverage of selected
Soviet econocmic journals."

10. Citatiogg:

Question 58. The information on Intellofax tapes: (In this
question you may circle more than one reply)

8. Tells me all T need to know about the individual docu-
ments (13 or 5 per cent of the total)

b. Occasionally does not tell me whether I should look at
particular documents or not (93 or 35 per cent of the
total)

c. Frequently does not tell me whether I should look at
particular documents or not (137 or 52 per cent of the

total)
) d. Is generally imadequate and should be supplemented by
4n,:’ information of the following types (Describe in space

at end cf form) (20 or 8 per cent of total)

Results of Question 58 by office:

ORR| OSI| OCI | CS |
8 18 1, L 1 )
b, 66 9 12 L Y,
C.. 100 9 9 5
A W6l 2 1 1

11. Factors in non-use of or dissatisfsction with the system:

Question 59. If you are not a regular user of the Intellofax
system or are not satisfied with it, please answer the following
{you may circle more than one):

3. My personal files make use of the system unnecessary (110)

b. The system is not pertinent to my type of research (63)

c. The system 1s too slow for me to use satisfactorily (39)

d. The system usnally produces too many documents for me to
usc effectively (76)

2. I lack confidence in the abllity of the system to recover
a useful number of pertinent deocuments on subjects that
concern ne (78)

S-E-C~R-E-T
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31 January 1958

TO: DD/I Analysts

FROM: Assistant Director, OCR

This questionnaire is designed to determine how the OCR Informetion f‘?
m.ﬂj;) Services, the Reference Library and the INTELLOFAX system are serving i ¥
the needs of research analysts. It is part of a general program aimed et il |
finding weys and means by which these facilities can be strengthened and il ﬁ
improved. Your cooperation will be greatly appreciated. 1 |
25X1 B
Please complete the questionnaire by 7 February 1958 and return i {
through inter-office mail to: !; }
25X1 .
i |
202 North Building g;?
i K
[ g
Signing the questionnaire is optional. 5
I
Paul A. Borel
ce. Intelligence ADs
DD/I 25X1
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SECRET

TTR/2-2

S . T}._le "te}sk team visited \the Print:ing
ervices Division, OL, to discuss, and have demonstrated, various repro- 25X1

duction processes and equipment. We were interested primarily in the
Xerographic reproduction process.

) To provide a means of appraising the suggestion that the quality
and utility of photostat reproductions were below standard, the task team
talked with Machine Division and Library personnel. We discussed the
background and reasons for choosing the photostat equipment, the basis for
reduction requirements, and the feasibility of alternative processes.
Experiments were made in processing photostat prints from aperture cards,
reel film, and hard copy. An appreciasble amount of research was undertaken,
using the facilities of the CIA Library and the Library of Congress, to
determine what standards have been established for size of print, definition,
and degree of contrast in reproduction work of this type. Several examplcs
of originals and their reproductions were taken to the Reading Improvement
Branch, OTR. Their staff evaluated these items in terms of readability.

We discussed this portion of our problem with them.

We have been able to make our most specific conclusions and
recommendations in relation to those portions of our problem that relate
to the punched card files and operation. The other part of our problem,
relating to the cost and quality of the reproduction effort, deals with

m more generally controversial subjects.
!

3. Recommendations

a. Three machine operators should be assigned the primary
responsibility of maintaining the intellofax files. These operators
should be assigned to a second (night) shift. (p. TTR/2-4)

b. Each file tray should be clearly labeled as soon as it is
put into use. (p- TTR/2-5)

c. The two major file groups (Subject and Area) should be
arranged so that space is provided for additions to each major group
within its assigned area. (p. TIR/2-5)

d. The file merging and sequence checking operations should be
performed with machine control panel wiring that provides the most
offective operating speed. (p. TTR/2-5)

e. A separate secured area should be prévided to house classified
trash and boxes of classified IBM cards that accumulate throughout

the work day. (p. TTR/2-7)

£, The Subject file should continue to be sorted and maintained
in its present arrangement. (p. TTR/2-9)

SECRET
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8. All parts of the existing Area file should be combined in
arrangement by area code only. (p. TTR/2-9)

h. A more specific location file, that records city names or
natural features, etc., should be developed for the future. (p. TTR/2-9)

i. In most cases, the experienced machine operator handling the
request should continue to decide whether mechanical or manual
selection should be performed. (p. TTR/2-9)

j. The Card List Cameras should be given a fair opportunity to
prove their advantages over the electronic facsimile printers.
(p. TTR/2-11)

k. The Photostat Expeditors should continue to be used to

perform their several functions in the reference operations.
(p. TIR/2-11)

1. The Photostat Corporation should be commissioned to modify
the Expeaitors used in OCR to increase their reproduction ratio.

(p. TTR/2-12)
D
=
Task Team Two
25X1
Attachment :
Final Report of Task Team Two
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TOPIC #1

"Machine filing and selection is limited
by virtue of the multiplicity of IBM
file decks."

CONCLUSIONS

We agree that the efficiency of this operation has probably been
impaired due to an excess number of supplemental files. However, this
extreme condition is not intrinsic to the system. It is suggested that
five would be the optimum number of parts for the intellofax Subject
File (4 million cards). The intellofax Area file (1 million cards)
would be in its optimum state contained in three parts.

The Subject file may at times be reduced to less than five parts
and the Area file to less than three parts, but this condition should
exist for only a relatively short period. If the number of file parts
were held to these lower figures for any extended period, it should
indicate that more effort is being spent on merging files than is
economically justifiable.

FINDINGS

On 11 January there were eight Subject files (total of 4 million
cards). There were fourteen Area files (total of 1 million cards). The
multiple segments of these two major file groups were intermixeq. Thg
trays were not all clearly labeled. On 23 January there were six Subject
files and fourteen Area files. The two major file groups were distinctly
separated.

Our discussion with the Machine Division personnel led us to under-
stand that the status of the Subject file on these two days was fgirly‘
representative. However, the Area file had purpo§e1y'been maintained in
several parts due to revised filing gystemso Their plan§ call for
combining these fourteen Area files into three or four files in the near

future.

The intellofax file requires a '"hard core” of files maintenance '
sommel whose efforts should not be diverted from their primery responsi-
pgrit' Frequently the file maintenance work is interrupted so that all
;1ldsy;an be utilized in gervicing requests. Consequently, the number of
f?ie parts becomes excessive and all requests {including crash requests)

guffer in the long run.

RECOMMENDATTONS

1. Three machine operators should be assigned the primary responsi-
b'lity.Of meintaining the intellofax files. Thic operation includes the
i
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Processing of each day's additions to the index and merging those cards
andot@e "returns™ with the basic files. The three operators could most
efficiently perform these duties if assigned to a second (night) shift.
One ?f the three should be a higher grade supervisor. (At times the
Machine Division hes utilized a few operators of equal grade on temporary
night shifts and designated one as being responsible for the group.)

2. Fach file tray should be clearly labeled as soon as it is put
into use. The Pile name, part number, and tray number should suffice.
Frequently, many trays at a time are removed from the file cabinets. It
1s conceivable that these trays, if unlabeled, may not always be returned
to their proper locations.

3. The two major file groups (Subject and Area) should not be inter-
mixed. They should be arranged so that space is provided for additions
to each major group within its assigned area.

L. The machine file-merging operation should utilize control panel
wiring that provides simultaneous feeding of cards from both files when
there are cards with identical file codes in the two groups. The merging
speed will be increased by 100% when this equal condition exists, and it
does exist frequently. A solution to the established routine ’merging
followed by sequence checking) can be worked out. Also, the sequence

\72) checking operation can be performed at double the present machine speed
by utilizing two machine feeds at one time. This is awkward for some
machine operators, but the type of specialists assigned to this task
should be able to provide this type of service. The larger the file
concerned, the more practical it becomes to make use of this technique.

TOPIC #2
"The machine files require excessive space."
CONCLUSIONS
We have determined that the machine punched card files, for the
existing intellofax system, do not require excessive space. Actually,

for proper support of this sytem, we believe that more file space is
desirable, or at least there should be less encroachment on their

allotted space.
The existing machine punched card files do not require as much

space as would be needed to house an equal number of 3x5 cards with
conventional library accommodations for browsing.

FINDINGS
- The punched cards for the intellofax system are hcused in modern
f”, steel file cabinets. The average file tray is filled to capacity
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(upwaz:dﬁ; of 3,000 cards). There are not an unressonsble number of empty
Oor partially filled trays availeble for the daily additions.

Space requirements for this type of file are compared with the
requirements for a conventional 3x5 card file in the following table:

TABLE OF COMPARATIVE SPACE REQUIREMENTS

WCLOSEID" e 'loPm" ..X_*
PUNCHED CARD 3x5 CARD
FILES FILES
Cards per tray 3,000 2,000
Trays per cabinet 28 24
Cards per cabinet 8L,000 48,000
Cabinet size 19" x 28" 11 1/16" x 24"
Floor space per cabinet 3.7 sq £t 1.8 sq £t
Cabinets for 5,000,000 cards 60 104
Floor apace for 5,000,000 cards 222 sq £t 187 sq f%
Cabinets in double rows 30 52
Length of aisle 48 £t 418 ft
Width of aisle b rt 7T £t ¥ex
Floor space of aisle 192 sq £t 336 sq ft
Total floor space Wy sq £t 523 sq ft

¥ "CLOSED" is used here, and interpreted in the Consultants®' Report,
as meaning a file that is accessible only to assigned personnel,
for servicing the requirements of others.

¥¥% "OPEN" is used here as meaning a file through which all individuals
may browse and, if desirable, serve themselves.

B :Ghief of the Files Secticn, Catalog Maintenance Division,
Library of Congress, in a telephone conversation of 15 January 1958
stated that the width of the aisle in their Official Catalog was
74", He felt it should be wider.

The sbove table indicates that the "cpen" 3x5 card file requires
264 (109 sq £t) more floor space than the existing type of "closed" file.

Numerous sacks of classified trash are broughtin and placed in front
of the cabinets in the intellofax file room throughout the day. Classified
IBM cards being boxed for storage or that have been called back from storage
for service are frequently stackeduin front of the file cabinets. These
bags and boxes mast be moved to gain access to the filed cards when

gervicing requests .
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RECOMMENDATT.ONS

,‘lf Even though we have made a comparison of the file space require-
ments for two systems, it is not part of our project to consider the

Othir elements involved. Therefore, we have no recommendation for either
system.

2. A separate secured area should be provided to house classified
trash and boxes of classified IBM cards that accumulate throughout the
work day.

TOPIC #3
“Machine sorting and refinement is minimal."
CONCLUSIONS

The Subject file is sorted and maintained with a satisfactory
degree of refinement.

No amownt of sorting for maintenance of the existing Area file
will provide as satisfactory an area index as is desirsble. A considereble
amount of experimenting with different sorting arrangements hag been
carried on throughout the years that this file has been in existence.
The present plan, which calls for combining all parts of this file in an
arrangement by area code without regard to subject or source codes, appears
to be the most satisfactory.

All refinement in the selection process can be performed mechanically.

Some of this refinement is performed manually and there is justification

for a limited amount of that. It is not practical to apply a rigid standard
for applying mechanical vs. manusl refinement in the selection of these
punched cards. This can best be determined by the experienced machine
operator on the basis of the specifications given with each individual
request. However, we are convinced that more consistent accuracy can be
obtained through machine refinement than can be obtained through manual

refinement.

FINDINGS

The intellofax Subject file is machine sorted for meintenance in
sequence by the complete six digit subject code, with & subordinate
arrangement by the rive character (alphabetic and numeric) area code.
Most of the intellofax requests specify refinement on the basis of the
complete subject and area coding. Requirements for refinement beyond that

point are extremely variable and can most efficiently be made through
machine selection. R
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. Malntfnance of the Area file has not been confined to one type of
‘rrangement. Part of this file is arranged by the complete source
(locatog) code, within area. Part is arranged only by the source agency
c?dez within area. Part is arranged by six digits of the subject code,
within area. Part is arranged by three digits of the subject code, within
area. The Machine Division plans to combine all of these parts with a
common arrangement by area code only, disregarding any subordinate
refinement for maintenance.

) Representatives from the Machine Division, Library, and Document
Division agree that the existing Area file is less than satisfactory.
For example, Western Europe and East Germany are not included in this
file. Only the USSR and China have regional (oblast, republic, and
province) control. Country alone is usually too general a basis on which
to service requests. The subject coding that is applied to this file
reflects only a few selected general subjects.

In November 1957 only four out of two hundred requests were serviced
from this file. As considered typical of the type of service it renders, ]
one of those four requests resulted in 1,194 intellofax cards being
selected through the machine process; these cards were then scanned by l
the Library and only L4 of them were called to the attention of the ‘

}:) requester. On 30 January 1958 the only request in process that required i
= using the Area file, provided 6,000 intellofax cards. The Library was |
notified that 6,000 cards had been selected and their response was to |

cancel the request.

All refinement in the selection process is performed as it is
spelled out, in terms of the punched codes, on the written requests that w
originate in the Library. (The Machine Division personnel receive no |
explanation of what the requesters' interests are.) The experienced L
machine operator exercises his own judgment in determining how much of
the refinement is to be performed manually and how much by machine. He
bases this decision on the number of cards involved, the dispersion of
the specified codes throughout the file, and the availability of machines.
For example, sometimes a crash request may be selected and refined more
quickly by hand although there would be greater assurance of accuracy if
it were held up until a machine could be utilized.

The intellofax system utilizes less than half of the IBM card for
recording data in the form of punched holes. Therefore, only thirty one
of the provided eighty card columns are used for machine sorting and
refinement. Only a great deal of experience with the requirements
levied against & given punched card indexing system can provide a means
of arriving at the optimum distribution between the sorting effort for
maintenance and the selection effort for retrieval.
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RECOMMENDATIONS

" L. The Subject file should continue to be sorted and maintained in
its present arrangement.

~

. All parts of the existing Area file should be combined in
arrangement by area code only.

3. A more specific location file, that records city names or
natural features, etc., should be developed for the future. This is
being planned for the Minicard system and it can be handled with the
present IBM system. The subject code field (six columns) and part or
all of the locator code field (six columns) are of little or no use in
the Area file. These twelve card columns could be used to record the
more specific location. If necessary, punching could extend into the
printed text portion of the card without obliterating any critical infor-
mation. We believe that a more specific location file would be more
frequently called upon than the present Area file. It should eliminate
the need for some of the present Subject file searches, such as those that
involve ninety or more subject codes.

L4, Machine, rather than manual, selection should always be made
L) for the subordinate refinement whenever the requested subject code category
is more general than its finest decimal breakdown. In all other cases the
experienced machine operator handling the request should continue to
decide whether mechanical or manual selection should be performed.

TOPIC #4

"Pacsimile and photostat expeditor service
can be obtained at lower cost by use of
other processes.”

CONCLUSIONS

The electronic facsimile printers have become outmoded. The service
they provide can be obtained at lower operating costs through a photographic

process.

The Photostat Expeditors provide reproductions without the awkwardness
of a separate processing operation. They are readily converted for use with
hard copy or aperture cards. The services they provide can not be obtained
at a lower cost by any other process.

FINDINGS

Two years ago the Machine Division began work on developing a photo-
graphié process to replace their electronic facsimile printing operation.
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They were interested in a ghort-term replacement because it had been
determined that the Minicard system would replace the entire intellofax
sys?em in a period of about seven years. The Library Consultants were
§dv1sed of this and were informed of the progress that had been made

in th%s direction. Therefore, it is assumed that their recommendation
for silver paper reproduction was in support of the photographic
process that the Machine Division was about to initiate.

Two of the electrically motivated and controlled cameras (Card List
Cameras) have been built for the Machine Division at a cost of less than
$9,000. The Machine Division has performed tests and produced sample
tapes of bibliographic data. These sample tapes are far more legible
than those produced on the electronic facsimile printers. As soon as a
supply of photographic paper is on hand, the Card List Camera process
is expected to replace the electronic facsimile process.

The Card List Cameras are supported by a Photostat Expeditor, which
is used to process the exposed photographic paper. It is estimated that
the system, cameras and processor, will produce tapes at twice the speed
of the old system. This will require one half the number of operator
man hours. Less high grade technical man hours for maintenance will be
required. The clerical time spent scanning the tapes for legibility

E> will be practically eliminated. The cameras can be utilized in one-fifth

‘ the amount of space required for housing the electronic printers.
Electric power consumption will be .4 kilowatts per hour as compared to
the present 10.8 kilowatts per hour. The air conditioning requirement
will be about one-eighth of that needed with the electronic equipment.

At the time it was acknowledged that an interim remedy for the
intellofax printing service was needed, the Machine Division considered
the RCA Electrofax type of process. At that time (two years ago) neither
RCA Electrofax nor Haloid Xerox equipment could be obtained for a price
comparable to the $9,000 cost of the Card List Cameras. Equipment modi-
fications would have been required for either of these types to accommodate
the intellofax cards. The recently acquired Xerox Copy Flow machines,
in use at the Agency's reproduction plant, rent for $1,800 each per
month. They can be purchased for $80,000 each.

The Photoclerk machine is used at the U. S. Department of Agriculture
Library for copying bibliographies in the preparation of book purchase
orders, budgetary data, and overdue notices. It is occgsionally used to
copy catalog cards to provide a bibliography on request. We were advised
by o spokesman there that it usually took two days, from the time they
started each new roll of silver paper throughthe Photoclerk machine, until
the prints were available from their photo lab.

The Photostat Expeditors have been modified to provide reproductions
from 16 mm. f£ilm in IBM aperiture cards as well as reproductions from reel

B
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Tilm and hard copy. They provide a complete type of service so far as

these ?eeds are concerned. No additional photo lab eguipment and
operation is involved.

The Xerox Copy Flow equipment appears to provide the most legible
material at the fastest speed. However, separate machines ($80,000 each)
are required to handle hard copy and film. It is a continuous movement
process in which the items being copied must pass the lens in synchroni-
zation with the paper that contacts the charged drum. Therefore, this
equipment could not be modified to accommodate the aperture cards.

RECOMMENDATIONS

1. The Card List Cameras should be given a fair opportunity to prove
their advantages over the electronic facsimile printers.

2. The Photostat Expeditors should continue to be used to perform
their several functicns in the reference operations if cost is an
important factor.

TOPIC #5

"The reproduction ratio in use on the
photostat expeditor should be increased."

CONCLUSIONS

The present reproduction ratio used on the Photostat Expeditor fails
to provide the size of print that is generally acceptable for continuous
reading, when copies of legal size documents are reproduced from aperture
cards. Reproductions from hard copy, and those made from aperture card
images of letter size documents, are acceptable.

FINDINGS

Our limited research showed that there remains a large area of
disagreement on this toplc. An acceptable size print is dependent upo::
numerous conditions. Donald L. Cleland, Director of the Reading Laboratory,
University of Pittsbuvgh wrote in the American Journal of Optometry,

September 1953

"If you are trying to determine what is the optimal size of
type, lz=t us consider the variables which enter the picture.
What size type is optimal under this illumination? What about
the type boldness? Does the length of line influence the
£indings? What about the amount of leading? Is the material
for rapid reading, for skimming, or ror detailed reading? WVhat
about the surface or the tint of the paper?"
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However, the consansus of opinion seems to indicate that the print on
some OCR reproductions is smaller than the generally acceptable size.

Th? figure most frequently used as a minimum acceptable size is six
point type.

The Reading Improvement Branch, OTR determined the print size of a
Sa?Ple reproduced 8" x 10" document to be six points. However, the
print size of a sample reproduced legal size document was measured to be
four points. Since a majority of the documents received in OCR are on
legal size paper, the problem becomes more significant.

On the basis of their professional experience and personal preference,
the Reading Improvement Branch spokesmen concluded that the size of
print should be increased, especially for the legal size documents.

Preliminary discussions between OCR and representatives of the
Photostat Corporation have indicated that the Expeditors can be modified
to provide more acceptable reproductions from aperture cards. The
modifications can be made at a relatively small cost. The Photostat
Corporation would expect to gain through the sale of more paper. From
60 to 100% more paper would be used in making larger reproductions that
would satisfactorily serve the consumers. OCR is now spending roughly
$14,000 per year for photostat paper. The Photostat Expeditors
accommodate a rather complex system in OCR that involves reproducing from
16 mm. film aperture cards, 16 mm. and 35 mm. reel film, and several sizes
of hard copy material.

RECOMMENDATION
The Photostat Corporation should be commissioned to modify the

Expeditors used in OCR to increase their reproduction ratio so that
acceptable standards can be met.

SECRET



D CENTRAL INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

CODING

TASK TEAM REPORT NO. 3 TTR/3

1 March 1958
MEMORANDUM FOR: Assistant Director, Central Reference
SUBJECT': Final Report on Coding, Task Team No. 3
1. Membership
‘ ‘Special Register, OCR
\ Materials Division, ORR
} Special Register, OCR
[ [Special Register, OCR
‘ ‘Document Division, OCR
2. Method of Task Team Operation
‘ OCR Task Team No. 3 has recently completed a study of the ISC
D. (Intelligence Subject Code) and a comparison of the present Intellofax-

aperture card system with a recommended printed bibliography and intact
hard copy system. In the course of the study we investigated the soundness
of 7 specific conclusions of an outside Consultants panel. Our findings
and conclusions lead to the development of 7 basic recommendations which, if
adopted, will maintain and materially improve the service provided by OCR.

The recommendations are made with the realization that administra-
tive forces (space, budget, manpower) are factors that ultimately determine
a course of action. The task team has tried to recommend what is needed to
meet all reasonable contingencies while keeping in mind present investments
and systems that must be lived with, but projecting a plan to eventually
achieve the "ideal" in intelligence information handling. During the course
of this study, it was found that "costs" were relatively unimportant from
the standpoint of one system against another. The cost differences in such
systems are so close that the task team did not dwell on that factor unduly,
put tried to determine the best system for the most people.

The methodology used by the task team was to divide the project as
outlined in the project memorandum into“h main parts. Incorporated in
part One are the elements in item (1); in Part Two those clements in items
(2) and (3); in Part Three items (4), (5),‘and (7); and in Part Four item
(6). Each member of the task team was assigned to make a detailed study
and report on oné of the above parts. FEach report was then brought before
the whole committee for evaluation and recommendation.
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vould Shgg EESES_were made on the ISC. It was felt that additional tests
in the appls a s already known - that is, that inconsistencies do occur
Pplication of the ISC. Since the ISC is now in the process of

extensive isi
: S v r§V}51on to correct these descrepancies, it seemed inopportune
© make additional tests.

3. Recommendations

Based on our findings and con i i
are subms g onclusions, two groups of recommendations

a. Group I includes the following recommendations for the improve-
ment of existing OCR facilities:

(1) OCR should adopt the Library of Congress subject classi-
fication, subject heading, and cataloging system for books.
(p. TTR/3-10)

(2) The aperture card system must be maintained and improved
by filming "nodex" and controlling poor and single copy items.

(p. TTR/3-18)

(3) An improved Intellofax system for document retrieval
based on a revised ISC should be maintained. (p. TTR/3-29)

D b. Group II includes items vhich represent additions to existing
OCR facilities and which are strongly recommended to improve the
service offered by OCR. It is recognized that adoption of the
recommendations in this group will require both additional space and
increased expenditures. Therefore, they provide a special challenge
for management ingenuity:

(1) A one-to-five year hard copy file of documents, by source
and country, should be established to supplement the aperture card
system. A file of this type has been requested by and will be of
real assistance to area research analysts. (p. TTR/3-18)

(2) A fully annotated manual card catalog should be provided
to supplement the Intellofax system. This catalog will provide
a standard research tool for analysts who wish to conduct their
own searches for material. {p. TTR/3-29)

(3) A printed index of published FBIS material, similar to
the New York Times Index, should be established. This index will
provide a means which presently does not exist for recovering
FBIS material. It is felt that this recommendation can most easily
be implemented through an external services contract. A decision
as to the desirability of a printed index of all intelligence
documents should be based on the experience gained in printing an

FBIS index. (p. TIR/3-30)
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N t(h) The Printing Services Division, OL, should provide a
Puotostat machine close to the Acquisitions Branch, OCR, to

Pho§ostat publications received in an inadequate number of
copies. (p. TTR/3-31) 25X1

Task Team No. 3

Attachment:

Final Report for Task Team No. 3
Appendices
A. Memorandum to CIA Librarian, 8 October 1957
B. Memorandum to Deputy Assistant Director,0CR,
15 October 1957
C. Memorandum to Chief, Reference Branch,
CIA Library, 14 January 1957
D. List of U.S. Governmental Libraries Using
the Library of Congress Classification
System
E. Chief, Document Division Draft - Arithmetic
of a hard-copy system
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FINAL REPORT OF TASK TEAM NO. 3-CODING TTR/3-4
SUMMARY

The findings, conclusions, and recommendations of Task Team No. 3

with respect to T specific conclusions of the Consultants panel are
as follows:

"(1) the ISC cannot be applied uniformly
to book and document coding."

The ;SC cannot be applied uniformly to book and document coding.
Continuous revisions of the ISC for document indexing and the need for
a permanent, simplified and consistent system for book cataloging and
shelving demand the use of a code structure designed specifically for
books. OCR should adopt the Library of Congress subject classification,
subject heading and cataloging system for books.

"(2) an intact hard copy system would be
more economical of space, provide
speedier service, and be less costly
than the present system.”

| An intact hard copy system would not be more economical of space, provide

speedier service, or be less costly than the present system. While a hard
copy file would be useful in many instances and would be & valuable back
stop or supplement to the present system - it could not supplant it. The
present aperture cerd system must be maintained and improved by filming
"nodex" and controlling poor and single copy items. As far as is adminis-
tratively possible, a one-to-five year hard copy file by source and country
should be established to supplement the aperture card system.

"(3) the aperture card system is an
inefficient substitute for an intact
hard copy file."

The "proposed expanded" aperture card system is not an inefficient substi-
tute for an intact herd copy file. Such an aperture card system is quicker
and superior to a hard copy file (including reproduction by photostat

expediter) system.
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"(L) program efficiency will result in
having & printed bibliography instead
of the Intellofax system."

A printed bibliography could never entirely replace the Intellofex

system. The Intellofax (or some flexible system with reasonable detail)
must be maintained for efficient document retrieval. It is felt, however,
that both a "general" and a "reasonably detailed" approach to intelligence
documents are needed. It is strongly recommended that a fully annotated

manial "card catalog” should be provided to supplement the Intellofax
system.

It is recommended that the FBIS be indexed (probably on an "outside"
contract basis) using a printed format similar to the New York Times Index.
A printed bibliography (“"general" index) to all intelligence documents

to supplement the Intellofax would have considerable merit. On the basis
of the experience gained in printing an index to the FBIS a decision should
be reached as to the desirability of a printed index to all intelligence
documents. When a more sophisticated machine indexing system (Minicard)
replaces Intellofax, greater depth should be incorporated into the coding
structure.

"(5) the IPI could be expanded to include
all documents, books, periodical
articles, and FBIS material.”

The IPI could not be expanded to include all documents, books, periodical
articles, and FBIS material. Such a publication would be impractical from
sheer "size" alone. An accessions list of books could be published as a
supplement to the IPI. It is recommended that documents and FBIS material
be handled as outlined under item (4).

"(6) it is feasible to make photostat
copies of single copy enclosures for
Acquisitions Branch customers."

From a cost standpoint it is not feasible to make photostat copies of all

books and all enclosures for Acquisitions Branch customers. Every effort

should be maede to acquire multiple copies of sugh_egclosures: A photostat
chine should be set up by Printing Services Division, OL, in close

e imity to the Acquisitions Branch to photostat those items in greatest

gg;:;d yThe decision on what to-photostat is an administrative problem.
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"(7) a printed bibliography would be cheap
‘to produce and would prove timely
enough to serve information staff
needs in lieu of Intellofax."

A printed bibliography would not be unreasonable in cost and could be

made to be timely. Assuming that a printed bibliography is found feasible
after the test as outlined in item (4), it alone is not enough to serve

the information staff needs in lieu of Intellofax. It is felt that no

one system will answer all types of information requirements. A general..
bibliography-index would answer some requirements that the Intellofax will
not. The Intellofax will meet many requirements that the printed index
could never satisfy. Both & "general" and a "detailed" approach are needed.
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PART ONE

"(1) the ISC cennot be applied uniformly
0 book and document coding."

I. Consultants® Findings
A. "There is inconsistency in the classification of books. "

B. "The present ISC cannot be applied wiformly to the classification
of books and must be revised."

C. "The inadequacies of the ISC complicate the cataloging routine and
make the job more time consuming."

D. "The lack of definition of the codes and the fact that there may or
may not be codes available on given subjects or too many on others, means
the cataloger must spend an extraordinary amount of time deciding where to
classify a book and, in additionm, what other codes or subjects should be

assigned to the book."

E. "Since various aspects of the same things are treated as different
subjects, there is often the necessity for a tedious search of the shelf-
1ist to determine where other similar books have been placed.”

+ ) F. "The lack of definition of the codes results in a considerable
amount of duplication of effort and recataloging and reclassification of
books and complaints from users that like materials do not sit on the

shelves together."

1I. Task Team Findings

ilarities in both the substance and form of |

A. There are basic dissim
which have contributed to the Consultants®

books and intelligence reports
findings referenced above.

1. Books may be described as systematic literary compositions,
representing the considered evaluation of a subject, carefully edited
and published, and intended for an undefined reading public.

o, Intelligence documents, on the other hand, represent the efforts
of the IAC agencies in producing basic, covert, current, economic,
scientific, national, and operational intelligence. They are intended
for a restricted and specified audience. The formet and content of
intelligence documents may range from a brief, fragmentary sketch to a
formelly written report, and from rumor and conjecture to factual,

encyclopedic data.
a classified list of subject headings for documents and

ed to cover the topics with which the Agency is con-

8. The ISC is
peen inadegquate for book cataloging. (Appendices A & B)

was specifically design
’-',” cerned. As such, it has
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: C. The application of the ISC %o book cataloging has resulted in
nCOIlSlsb?nc;}esj distortion of codes, and creation of numerous additional
cards to indicate significant subjects. (Appendices A and c)

Examples of such inadequacies are as follows:

1. Panama Conference on International Maritime Canals

The ISC does not have a code for international canals or
maritime canals. The ISC classifies all canals under "Inland Waterways'
(756.122). In order to classify this book in the ISC system, it was
indexed as "Administration of Maritime Transportation” (756.511).

The Library of Congress system would classify this as "Canals,
Interoceanic" (JX1398 to 1Lk03).

2. TFTlectrical Engineering Education in the USSR

Four ISC codes had to be used to cover this book adequately,
however, not one of the four expressed its substaentive content. The
ISC codes used were:

Engineering, Electrical (663)
, Seientific Scholarships (601.6)
o ) Colleges & Universities (831.2)
Technical & Industrial Schools & Training (831.3)

The Library of Congress system would classify this as
"Electrical Engineering: Study and Teaching - Russia" (TK 192).

3. Three books concerning aireraft engines vere classified and
shelved under three distinct ISC codes:

Aireraft Power Plants, Northrup Aeronautical Institute (743.15)
Aircrart Powerplant Handbook, Cc.A.A, Tech. Manual 107 (666.28)
Aircraft Engines of the World, Paul H. Wilkinson (462.1)

The Library of Congress system would classify all three books
as "Aeronautics, Aircraft Engines" {TL TOL to 704).

L., Area classification and shelving of books according to the
1sC system has resulted in inconsistencies such as:

Selected Works of Karl Marx - area code N/5 (Russia)
{xylated Prophet (The Life and Adventures of Karl Marx) - area
code UM/6 (Germany)

al - area code 1 (International)
Critigue of the Gotha Program - area code 1 {International)

Verx and Engels on China - area code 1L/5 (China)

Y Wt TP N . s T . * - * . ol _
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Sistenciej: r‘ivised IsC cannot correct many of these inadequacies and incon-

Congress S; teca.use of the area approach in classification. The Library of

thel System, however, which classifies and shelves books according to
r subjects would sclve or lessen many of these problems.

5 D. _While many of the presently known inadequacies could be corrected
wxilli ;ev:.sed ISC, it is desirable to adopt a book cataloging system which
e:

1. permanent (the ARIP Working Group on the Intelligence Subject
Code anticipates that revisions and expansions in the ISC structure
will be made on a continuing basis).

2. simplified {in accordance with Consultants' recommendations)
but with built-in provisicns for expansions according to book subject
needs.

3. consistent with the cataloging system used by many major U.S.
governmental libraries. (Appendix D)

L. designed specifically for the classification of books.

E. The AHIP Working Group on the ISC has recommended that 'the ISC

shall be designed primarily to support the subject classification of
intelligence literature... and should reflect subjects found in intelli-

v ‘) gence reports...."

Since the ISC shall be composed primarily of the subject headings
needed to control data appearing in intelligence reports, and furthermore
since the AHIP anticipates continuous revision of the ISC, it is believed
that the ISC structure should not be complicated by numerous special codes
needed only in book cataloging; and that book cataloging should not be
raced with the continuous task of recataloging, remarking, and reshelving
with each revision of the 15¢. (See Appendices A, B, end D). ISC revisions
when applied to the book collection will necessitate recataloging, remarking,

and reshelving in each instance.

F. The Library of Congress classification system was designed specifi

cally for books. Some of the advantages and disadvantages of adopting this
system in 1ieu of continuing with the revised ISC, are discussed in

Appendices A, B, end C.

G. Time and money could be saved through the use of duplicate Library
of Congress catalog cards and through the use of the IC subject heading list
in determining the proper classification for certain books, e€.8.;

Kets - the IC subject heading 1ist gives the classification code
=== (DK 759.K), and definition of this word (ethnology - Siberia)
datidé - the IC subject heading list refers to: medical parasitology
Bioio"mgical Warfare - the 10 subject heading list gives the classifica-
e ae UG L47.8) and related terms such as communiceble

tion code ‘
diseases, military arts and. sciences, etc. \

-
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H. In addition to being a permanent, simplified book classification
system, the Library of Congress system has the added advantage of being &

research tool familiar to many individuals who have engaged in academic
or professional research activities.

I. The Library of Congress system would need certain refinements and
expansions to meet the needs of CIA.

III. Task Team Recommendations

A. The task team agrees that although the revised ISC possibly could
te made to apply to book coding, the AHTP-recommended continuous revision
of the ISC mekes the system difficult and time-consuming when applied to
book cataloging and shelving.

B. The task team recommends that the Library of Congress subject
classification, subject heading, and cataloging system be adopted for book
cataloging.

PART TWO

"{2) an intact hard copy system would be
more economical of space, provide
speedier service, and be less costly
than the present system."”

"(3) the aperture card system is an
inefficient substitute for an intact
hard copy file."

T. Consultants’ Findings

; cards discontinued in favor of
. "The use of the aperture cards should be :
a “ﬁtact herd copy room for documents up to five years old, after which a}l
“nriice would be from film of the documents in the same order as th% materials
Zie kept in the hard copy room, i.e., by issuing agency and series.

) ed int i d copy room
" TAG Room should be converted into an 1ntact.har s
-hF' aczh;or readers end with Photostat Expediters ava11ab1§ so tha?
Witl Zﬁs Qho want a copy of a document or of a page can m%ke it immediately,
322hgut waiting for an order to be processed +hrough OCR.

1 ‘ re fee 14 provide for a three-
of approximately 3,000 square feet wou '
- Aezgo?page §h6) or for a five year {page 121) collection of hard copy
ggéiizgtz plus a reasonable number of Fhotostat Expediters.

: . . a
: re feet of space - 580 film storage, 600 for copying, an
& ?'r i;gggn;qiiom - is presently utilized for the aperture card.syztimaoo
1 or L iminated, thi a t leas
"If the aperture card systﬁm were eliminated, this would save a 9

o ¥
square feet of this space.
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h E. "?he assumption that aperture cards satisfy the needs for documents,
owever, is false. In addition to the aperture cards, thousands of docu-
ments go into 35mm film, which present special problems, and many thousands
more are carried in the IAC Room, which is actually a hard copy file room,
since 1t includes all of the hard-copies of the documents that are kept,

regardless of whether they come from intelligence agencies, whether they
are classified materials or not."

F. "A hard copy file was tried before in the Library, but was given
up because the Pile was not kept intact. It could not, at that time, be

kept intact because the photostat expediter which is now in the Agency was
not then available."

G. "In view of the fact that a large hard copy file must be maintained,
and in view of the fact that access to a hard-copy file, if the file is
kept intact, would be much quicker in terms of elapsed time than access
through the filing of a film copy and enlarging that £ilm, and in view of
the fact that a very large percentage of the documents are found to be
non-pertinent, an intact hard-copy file appears to be a better approach
than the mixed approach now in use."

1. Task Team Findings

A. The Consultants® space eshtimate of 3,000 square feet for a five-
year collection of documents is low. The task team estimates that a
minimum of 4,720 square feet of space would be needed for a five=-year
collection. This space figure was determined in the following manner:

Tn 1957 Mechine Division filmed 2hi1,861 documents totalling
1,h-9h,09l+ pages. (This total includes documents received on
initial dissemination to Document Division and documents,
generally enclosures, borrowed by the Librery from other IAC
Agencies.,) This average 6.2 pages per document and enclosure
_ filmed. 25X1

Records Management estimates 2,000 pages per linear foot of
working (not tightly packgd) storage. Based on this estimate,
annual document receipts (using the 1957 figures) would require
1,200 linear feet of storage.

%The 2,400,000 page estimste is based on current document receipts into
cIA. If the procurement of enclosures is resolved by higher authority (as
CIA. gsted by the Consultants) receipts might increase as much as 500,000
susg: annually. Space requirements would inerease an additional 1,000
g:ﬁ:re feet with the addition of new enclosures.
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One s%x~section double-face standard height range of 12" steel
shelving yields 216 linear feet of storage space. This figure 1s
based on 6 shelves per section rather than 7 shelves since the top
shelf would be too high for browsing or servicing without a ladder.
Mlowing 10% (or 22 feet) of storage for manila envelopes and other
= gividersy the total available storage space per range 1s 1oL linesr
eet.

An annual document collection would require 1,200 linear feet of
storage, and each range of shelving has 194 linear feet of storage.
Therefore, it would require 6.2 ranges of six-sectlon double-face
steel shelving tc house a one-year document collection.

One six-section double-face range would require 120 square feet of
space allowing for 42" aisles between ranges. Thus, the 6.2 ranges
needed for each year would require T4l square feet of space, and
the five-year collection would require 3,720 square feet. The
latter is an exact figure for storage only, and an additional 1,000
square feet should be allotted for administrative, work, and growth
factors. The five-year total would be 4,720 square feet in contrast
to the Consultants® estimate of 3,000 square feet.

The task team's estimate is based on ideal conditions. Utilizing the Records
Management estimate of 2,000 pages per linear foot, approximately 6,000
pages or over 900 documents could be housed on a three-foot section of steel
shelving. An actual count of three shelves of CSLT's with large enclosures
in the hard copy collection in Circulation Branch revealed 133, 156, and 192
documents. These are oversize documents and enclosures, but the count
indicates the problem in forecasting space needs. Another study of the space
requirements for a hard copy collgction estimated that 7,000 squsre feet
would be needed. (See Appendix E). If L-drawer file cabinets were used
instead of steel shelving; 8,000 square feet would be needed to house the
5-year collection. Any estimate of total space needs must be based on the
present flow of documents into the Library. This flow can change overnight
with any drastic change in the world situation. It is hard to conceive

how a hard copy collection would be more economical of space when 3 of the
present stacks of aperture card files occupying 8 square feet of floor space
can house approximately 124,800 documents and one six-shelve double face
section of 12 inch document shelving cccupying 7.5 square feet of space can
house under ideal conditions only 10,451 documents.

B. Very little of the present Library space devoted to the aperture cards

could be released for & hard copy collection. The Library must continue to
-ovide aperture card print service. The variety in size and format of

pr licates the task of maintaining complete

ts and their enclosures comp
documen es (and as has been pointed out - forecasting space estimates).

hard copy fil ; out - . o
If the collection is to be available for ?OWulng, l°0r~t0~ce;11ng Stacks
are undesirable, and the files cannot be tightly packed. Constent use of
the documents W
Open stacks would resul

ould result in the copies becoming torn and generally unusuable.
+ in misfiling by analysts and recovery problems
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;’Zutd increaseo Since 50% of the requests from CTA and almost 100% of the
o & §s+s from the other TAC Agencies come by mail, the files would never be
romplete for browsing, and many items would always be out for photostating.

C. The question of speedier service under a hard copy system as against
the aperture card program is dependent upon the type of service desired by
the analyst. It is quicker for an analyst to browse through a stack area
and survey hard copy documents. However, 50% of the CIA requests are
received by mail, and the requester has indicated the document he wishes
to see or procure. This mail service will continue in the new building.
Photostating hard copy documents to answer mail requests requires more
time than printing from aperture cards. An 8.page document (one aperture
card) can be shot in 56 seconds. It required 2 minutes and 95 seconds to
photostat an 8-page hard copy document as observed by a task team member.
Pulling and filing hard copy documents for these mail requests would also
require more time than working with the aperture card files. Retrieval
of documents older than five years on reel film would be slower than from
aperture cards.

HARD COPY COLLECTION#*
Instead of
APERTURE CARD SYSTEM

Advantages Disadvantages
1. Analysts and area specialists 1. Requires 4,720 square feet of
mey browse through reports from space.

a single post to determine
trends and type of reporting. , Unknown factor of how much use

analysts would make of the hard

N

2. Provides a quick research survey copies for reading and browsing.
by country (with the exception
of CIA reports)., 3. Requires mcre time to file, pull,

and photostat hard coples to

3. Analysts do not have to utilize answer mail requests from CIA
valuable research time in viewing analysts and other IAC Agencies.
end handling anfamiliar aperture
cards end reel film. 4, Misfiling by analysts would

increase recovery problems.
4, A1l documents, 1ncluding poor and
single copy enclosures, are pro- 5, Constant use of documents would
cessed in one system. result in the copies becoming
| torn and generally unusable.
to five years
5 1?12‘%:; rci::ir?_gtmggﬁtained 5 aid thus R?str‘i&val of documem:,s older than
selective valuable material is five years on reel f%lmawould be
available for browsing and quick time consuming aI}d dl:t’flc:'ult to
control and provide service.

»

reading.
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6. Hard copy file by source ensbles 7. Files would never be complete

%nalyst.tq make a manual search because items would be out for

¥y specific topic or subject photostating, on routing, or on

rather than relying upon the file in the office of major

mechine search. interest or in a specialized
register.

T, Lil_)ra.ry would receive documents
quicker for filing and servicing 8. Difficulty in mainteining uniform

if filming were delayed until filing system to handle oversize,
end of 5-year period. colored overlays, and map enclo-
sures .

8. Would eliminate need for source

card files as hard copy file by 9. File copies would be removed to
source would serve as processing enswer “high level" or "after
catalog and file. hours" requests. In many instances

once the file copy has been re-
moved, it cannot be replaced.

10. Would not solve the "poor copy”
problem.

11. Filming would have to continue at
the initial receipt point for the
Vital Materials Program and the
archives copy (after 5 years) so
that the hard copy would be de-
layed in reaching the file.

12. Library would be forced to main-
tain a service organization to
provide documents from three
distinct and different systems -
hard copy prior to 1954, aperture
card system, and new hard copy
collection. This would require
additional T/O.

¥ Assuming an inviolate hard copy collection filed by source and then post
rvice for retention prints. The aperture card

and series with photostat se
system would consist of aperture cards filed by IAC number, document source
card files, and viewers for reading purposes.
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HARD COPY COLLECTION*
To Supplement
APERTURE CARD SYSTEM

Advantages Disadvantages

Analysts do not have to view 1
documents on film but can view
references supplied by Intello-

fax in hard copy before requeste

ing aperture card prints.

. Additional service would require
1,720 square feet of space,
$23,788 for shelving, and a ‘total
annual personnel cost of $22,430.

2. Analysts can make quick manual
searches by post before or
instead of requesting machine
searches.

3. Analysts would be able to browse
through the stack areé.

4. Quick service to answer after
nours" requests without relying
upon machine reproduction.

5. Can also be utilized by outside
agency personnel who have
requested Intellofax service.

6. May cut down reproduction costs
from aperture card prints as
analysts will view hard copy
where they probably would request
prints of f£ilm rather than view-

ing.

7. Provides & f£ile for "poor copy”
materials that cannot be loaned
but mpaintained for reading in
the Library.

8. Only current (up to five years)
material is meintained, and thus
gelective valuable material 1s
available for browsing and quick

reading.

Unknown factor of how much use
analysts would make of this
supplemental service.

Additional reproduction costs to
provide the hard copy file with

single copy and "scarce supply"

documents.

Difficulty to maintain uniform
filing system to handle oversize,
colored overlays, and map enclo-
sures.

Herd copy material would not be
loaned. Analysts would have to
utilize the Library copy for
reading in the hard copy file room.

—_’____———-——‘_’"_-' . o . -
¥ Assuming hard copy file by source, post and series within a complete

aperture card file.
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to Pg;ﬂga:thln erason, the cost factor of any system should be secondary
processi ing quick an.ndaaccurate service. Economizing on expenditures for

8ing and retrieving information which has been collected through the
expendl’tu;u:f'e of substantisl funds is not sound. Emphasis should be placed
on I-‘TOVll?.lng flexible service to meet the needs of the individual analyst
and the intelligence community. If a hard copy collection were substituted
for the aperture card program, meny of the present costs of the aperture
program would continue since service would have to be supplied from the
eX}Sting card files. Filming should continue at the initial processing
point for the Vital Materiasls Program and to meke the proposed film retire-
m?l'lt program effective. If filming is postponed until the document is
i.‘lve years old, as proposed by the Consultants, the herd copy, in many
instances, would not be suitable for filming. Additional T/0 would be
needed to institute the hard copy program.

E. One of the major problems in documentary storage and retrieval is
enclosures to documents. The AHIP Working Group on Citation of Document
Enclosures has estimated that 50% of the Air and Navy Documents, 4% of the
Army, 15% of State, and 30% of CIA reports bear enclosures. Many of these
enclosures are single copies, colored overlays, maps, oversize items, or
poor copies. In these instances, they do not always lend themselves to
filming. The problem of housing and servicing enclosures is inherent in a
hard copy collection or an aperture card system. Efforts have been made to
£i1m all (approximately 95% of those received) enclosures so that originals
may be disseminated. Document Division generally is required to route
original enclosures per instructions of the originating office or to meet
reading requirements of CIA offices. To complicate the picture, the enclo-
sures which are returned are usually of little immediate interest. In
order to provide service on enclosures which cannot be read from aperture
card prints, the Library maintains large hard copy files of enclosures
returned from routing and also attempts to recover the enclosure that is
being routed. This is a time-consuming and most often fruitless task.

The offices do not maintain logs of incoming material, and the standard
enswer is that the materisl has not been received or was forwarded to the
next office on routing. In some instances, analysts may lift part or all
of the enclosure for their individual files.

F. The aperture card system was adopted in 1954 to meet space limita-
tions within the Library and to provide better service through retention

prints. The system as & flexible and quick means of information storage

and ret . A .
policies implementing the system, such as processing of poor copy and

nodex items, have resulted in criticisms and deficiencies. The deficiencies
may be overcome, not through discarding theraperture card system, but by
improving and expanding it. In 1957, ,73 ;330 documents were nodexed. Most
of these nodexed documents were not filmed and moum";ed in aperture cards.
The requester i confused when he receives a retention copy of one State
document and a loan copy of gnother. One copy can be clipped and maintained

in the file, while he is responsible for returning the other copy intact to

the Librarye
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forcgé t‘ﬁheﬁile%ilfity employed in specialized collections within CIA
Certain te brary to provic}e service it is not always equipped to give.
Régiste ypes of photographic enclosures are not serviced in Graphics

Tonn T 80 th&t‘sz.brax:y attempts to procure them throug: inter-library

(wi rom the originating agency. This is a time-consuming procedure

with the Library acting as a middlemsn since the material is generally
filed in a section in the other Agency similar to Graphics Register) , and
the anelyst may experience a long delay before his request is satisfied.

In ?ther instences enclosures msy be received in the Map Library, Industrial
Register, etc., through other channels. The Library is not always informed
that the materials are in GIA and available for servicing.

H., Processing policy decisicns should consider servicing and retrieving.
Extra time allotted for initial processing may save time in retrieving.
Policy decisions as to whether to film enclosures, to route or file enclo-
sures in the Library, or to procure an enclosure without waiting for an
analyst's request should be mutually agreed upon by all components affected.

1. From the standpoint of management, microfilm is a practical and
economical method of document storage. However, many snalysts do not like
to view film on readers and ask for prints to avoid viewing. Nevertheless,

a total of 9,322 documents on £11m were viewed in the Library in 1957. The
task team believes that the complaints against the use of film plus the
advantages of checking hard. copy documents from a particular post warrant / '
the establishment on a trial basis of a one-to-five year hard copy file.

This f£ile would serve as 2a backstop to the aperture card system and would
also determine what use, if any, analysts would make of hard copy files.

The hard copies could be destroyed efter a specified period of time. In
most instences, prints would be made from the aperture cards. In order to
assure complete hard copy files, prints of single copy items would be made
from the aperture cards. Since the hard copy file is an added service, it
will mean additional administrative costs in space, manpower, and budget.

T+ has already been determined (see page TTR/3-12) that a five-year hard
copy collection would require 4,720 square feet of space. Amnual shelving
requirements would be 6.2 ranges of six~-section double-face 12" steel docu-
ment shelving or a five-year requirement of 31 ranges. The cost of the five-
year shelving has been estimated by the manufacturer at $22,655 (not erected)
snd 423,788 (erected). A T/0 of six, 1 GS-6 supervisor and 5 GS-5 file
clerks, could adequately staff the collection. This estimate is based on
current document receipts of approximately 33,333 per month in addition to
the monthly average of 778 documents viewed in the Library in 1957. The
1atter figure would most likely increase if a hard copy file were established.
Each steff member would be required to file end pull approximately 5,000

to 6,000 documents & onth. Total annual personnel costs would be $22,430.
whether or not analysts want to browse through hard copy files will probably
pe determined by Task Team Number 10 (Reference).
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ITI. Task Team Recommendations

ALL ?.e “(é(])-ntlnue the ap§rtureﬂcard program and expand the filming program.
and moﬁ;-b 3 C}ocumen-bs, including those which are nodexed, should be filmed
ot b ed 1n ap%rture cards. Illegible documents and enclosures should

ot be routed until an adequate copy exists in the Library for servicing.
The use of 35mm film should be limited, and facilities should be provided
for the Library to give print service on this film.

B. The Document and Machine Divisions should give special handling to
poor copy documents and enclosures. Library personnel must exercise close
surveillance of all enclosures, particalarly poor and single copy items.
Poor copy or thermofax enclosures should be re-typed before £ilming.
Report-producing offices in CIA should be reguired to send legible copiles
for filming to the master £ile in OCR. Efforts should be expanded to
procure other IAC Agencies® enclosures for filming in Document Division
rather than relying upon inter-library loan facilities at a later date.
Document Division should arrange for filming programs in the other IAC
Agencies in order to procure copies of enclosures at the initial receipt
point.

¢. All documentary material that cannot be £ilmed should reside in
the Library. Notices of availability of this material in the Library
should be routed, and loans on this material should be carefully regulated
" : D and controlled.

D. A one-to-five year collection of hard copy documents should be
established to supplement the aperture card program. This file would serve
the specialized area needs of selective users, and analysts could view the
hard copy documents jntead of working with unfemiliar aperture cards, reel
f£ilm, and microfilm readers. The availability of hard copiles for analysts’
use would permit menusl searches by post and browsing. Prints would
continue to be made from the aperture card files. In order to make the
rile complete, aperture prints could be made for single copy items or
enclosures that must be routed.

1

T —— e e e

E. Processing time in Document and Machine Divisions should be care-
fully monitored to prevent delays in servicing. All policy decisions
regarding processing documents should be carefully weighed ageinst retrieval
time. The Library should take an active part in all document processing
decisions which affect gervicing.
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J PART THREE

"(4) program efficiency will result in
having a printed bibliography instead
of the Intellofax system."

"(5) the IPI could be expanded to include
all documents, books, periodical
articles, and FBIS material."

"(7) a printed bibliogrephy would be cheap
to produce and would prove timely
enough to serve infcrmation staff
needs in lieu of Tntellofax."

T. Consultants® Findings

d to provide service at as high

A. "The Intellofax system has faile
ams of the Agency. It is slow,

an intellectual level as needed for progr
costly, and undependable. "
B. "The encoding and decoding of documents in the Intellofax system
is inconsistent and unreliable."”
C. "The present ISC cannot be applied uniformly to the coding of books
| ;,‘.) or documents and must be revised."
n on Intellofax tapes is inadequate for

D. “The information give
nt documents."

reliable selection of pertine

1I. Task Team Findings

ity of the ISC and the Intellofax

A. Intellectual Tevel and Reliabil

Systen.

1. Intelligence Subject Code - The AHIP Working Group on the
Intelligence Subject Code mede a thorough study of the ISC and in its
final report dated 27 November 1957 recommended that the ISC be revised
so that it would meet IAC needs. This revision which is currently

¢ of excessive duplication, providing

under way aims at ridding the IS
proper cross references and annotations, and developing a relative index.

o, Intellofax tape bibliography entry - Many intelligence documents
have misleading and incomplete Titles. Intellofex tape users will normally
documents whose titles reflect their specific request.

examine only those -
intelligence information has been properly coded but

In the past good 1
Intellofax tape because the title was not expanded.

not reflected on the
sure for the frequent complaints that many

This accounts in large mead
+ pertinent to the request. Recognizing this Q /

items on the ‘tape are no :
roblem, the Analysis Branch; perticularly during the past year, nas put
mphasis on title expensions and sbstracts. There is need ~

increasing emy . .
urther in this direction.

I‘ to go much f
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cons:;).;t Encoding reliability - There can never be absolute encoding
e ency due to the subjective nature of indexing. The following,
owever, account for a lesser degree of reliebility than should be
expected of the Intellofax system.

a. Document analysts in the Analysis Branch have not been made
aware of specific Agency needs or gaps in intelligence. As a result
of the above deficiency it has been impossible to formulate specific
rules or instructions as to what items of information in a glven
document should be coded. Numerous coding consistency tests
conducted in the Analysis Branch show that there is consistency
and substantially correct coding of the main point(s) but there is
wide disagreement as to the coding value of the sidelights and
fragmentary information.

b. Duplicate subject headings and lack of annotations and
cross references of the present ISC cause inconsistent coding.

¢. As pointed ocut by George Wright in a report to the AD/CR
on the Intellofax system, the present organization of the Analysis
Branch on a source rather than a subjec‘b/area specialbty basis leads
to unreliability. Reorganization of the Analysis Branch on a
sub,ject/area specialty basis would increase reliability, since the
document analysts would become jnereasingly familiar with the sub-
jects to which they were assigned. With the addition of subject
specialty training of present personnel or the acquisition of
subject specialists, particularly in the scientific fields, relia-
pility could be increased still further. {However it would be
impractical to recruit trained specialists since the present grade
structure would not be attractive to them and they would not £ind
the work challenging. Nevertheless, it is feasible to give limited
specialty training to present personnel through external training
or internal rotation and thereby increase coding reliability.)

a. In 1956 only 47% of the Analysis Branch personnel stayed the
full 12 months. The other 53% were either new personnel coming on
board or old personnel leaving. In 1957, 75% steyed the full 12
months. The slower turnover in 1957 is due in large part to the
DDP freeze and the personnel ceiling established for the Agency.

The figures for 1956 are more typical of ‘the pattern for previous
years. Since it takes 6-12 months to fully train a document
analyst, & nigh turnover 1is bound to lower the reliability factor.

4. Decoding reliability - The reference librarians who select codes
for Intellofax macnine runs receive four weeks training in the ISC. They
are kept up to date on coding procedures and chenges, but are not given
any refresher training in the 1Sc. They consult with the ISC Training
officer only when a coding problem exists. These consultations, usually
by telephone, have averaged two a day over the past year. The ISC Train-

ing Officer checks the reference runs on a daily basis for accuracy and
completeness .
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The above system is inadequate because the reference librarians,
who are not completely familiar with the ISC, do not have the advan-
tage of discussing and coping with coding problems on a day-to-day
bas:f.s and are, therefore, likely to omit codes which would seem
?bv:.ous to a document analyst. The double check by the training officer
is unsatisfactory because he does not have the advantage of talking to
the requester but must check the coding reliability against a general
descriptive request title.

5. Intellofax Card - The Intellofax IBM card should be revised so
that it would contain some additional meaningful coded information.
Quite often information is requested for a particular time period,
e.g., 1955 steel production. This could be taken care of by punching
in the date of information in addition to the date of publication.
There would also be considerable value in allotting 2=4 columns on the
IBM card to designate equipment types by means of code, e.8.; Soviet
Fagot aircraft.

B. Expanded IPI in lieu of Intellofax

1l. Advantages:

a. A printed bibliography issued in multiple copies to each
interested office in CIA and other JAC Agencies would be readily
B ) available to analysts. Copies of documents could be ordered by
‘ telephone. This would greatly overcome. the.distance problem in

using present Library Intellofax facilities.

b. Analysts would have available in a printed publication a
complete listing by subject and area of available intelligence
documents.

2. Disadvantages:

a. A printed index to intelligence documents would be a very
large publication. The Analysis Branch is currently indexing over
200,000 documents &a year. The Consultants estimate that this could
pe cut to 150,000 if the number of nodexes were increased and the
"guplication of indexing effort between Intellofax and the Registers"
were eliminated. If Register collection interests were deleted
from Intellofax indexing, the number of entries per document could
pe reduced slightly. The number of documents indexed, however,
would be reduced insignificantly since very few documents would
contain information completely covered by present Register collec-
tion activities. The nodex standards are now considered too liberal
by some. Any further increase in these standards would necessitate
screening by the research analysts. Based on the above, it is
doubtful that the number of documents would be reduced to 150,000.
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Intellofax coding currently averages 4 subject entries per
document. A printed index would need both subject and area entries.
Therefore, based on present coding figures, the number of entries
per document in a printed index would average 8 (U subject and k area).
The IPI averages 3 entries per article, but the IPI indexes only
finished intelligence which generally covers one subject and aree
per monograph. It is not unususl for raw intelligence documents to
cover several subjects and areas.

By using a broad index approach, a printed index for both
rav and finished intelligence could probably be limited to L4 entries
(2 subject and 2 area) per document. Using the Consultants® figure
of 150,000 documents per year, the total number of entries would Dbe
600,000 per year or 50,000 per month.

The IPI averages 24 entries per page and the Bibliography
of Agriculture averages 48 entries per page. Both publications are
approximately the same size (IPT 8x10 1/2", B of A 8 1/k x 10 3/4"),
however, the Bibliography of Agriculture makes more efficient use
of space by putting the entries closer together. The Bibliography
of Agriculture does not have as many subject headings as the IPI,
and it has no area headings. Both the subject and area headings in
the IPI require a considerable amount of space.

Based on the Bibliography of Agriculture average of 48 entries

> ) per page with 50,000 entries a month and 600,000 entries & year, a
published bibliography of raw intelligence would have 1,041 pages a
month or 12,492 pages a year. These pagination figures do not
include the present IPI entries, FBIS materials, or books which the
Consulants recommend should also be included in the expanded IPI.
Assuming the number of entries could be cut to 3 per article, the
pagination would come to 781 pages per month and 9,373 pages annually.
For comparison of size, the Washington Telephone Directory has 1,400
pages: An annual cumulation of this index would be three times as
thick as Webster's unsbridged dictionary or L4 times as thick as a
five-year cumulation of the Cumulative Book Index.

These size figures are important for the following reasons:

1) An index of this magnitude is difficult to use due to
pure bulk. With a general subject approach, it would not be
wnusuel to find several hundred entries under one subject/

area heading.

2) One annual cumulative issue would use up one safe
drawer. A four-year cumulation would take a full safe for
storage space. ©Safe storage space is always at a premium, and
space restrictions may be even more severe in the new building.
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in’ce?éstégaiysz% whe use the Int?llof’ax §ystem ge;nerall;zr are

duction coa]Z[Ll ( }%creta 1te::ms of information, e.g., uranium pro-

dis ’ent irlces 5 SOV:LG‘L:. policyﬁ{:owa.rd France regarding

G "ald mament, "gener'al subject heading approach such as Readers'
Guide toe Pericdical Literature cr the IFI cannot bring out discrete
ltems but must use general gubject headings such as atomic energy,
fuels, ?.nd Toreign policy. If a large printed index attempts to

be specific, e.g., the ISC, it becomes so complicated that it can V/’”
only be used by an indexing expert familiar with its composition.
Proper annctation can help alleviate this generasl index approach
problem, but it does not solve it, =zince the analyst must still
gearch through hundreds of entriss, and the annctation will never

be specific enough to take the place of a thorough index. Full
annotations also increase the size factors. The printed index

thus becomes somewhat unreliable since the user must search many
entries for discrete items of information, and he has no assurance
that he has not missed informstion of value. Therefore, the printed
index has less reliability than the present Intellofax system, and
for this reason most items which appear in the IPI are still Intello-
fPaxed because the ISC can index in greater depth than the IPI.

c. A printed biblicgraphy could be printed within 1.-2 weeks by
either creating a separate printing operation or by the addition of
4.8 employees in the Printing Services Division. The Printing Services
Division could not at this time handle an additional job of this
magnitude on a priority basis with its present staff. The time lapse |
between document publication and the citation of the document in a X
printed monthly index is estimated as follows: ' !

1

Time lapse befween document publication and

receipt in CIA Up to 3 weeks |
Time lapse between time of recelpt and il
indexing and compiling of entries 1 - 5 weeks G
Printing time 1l -« 2 weeks :

{

i
Based on the above estimate, the most recent entries would refer to 5;
documents published 3 weeks prior to the appearance of the index and i
the oldest entries would be 10 weeks old. Measures can be taken to
expedite Intellofax processing time, but with present indexing and
compiling procedures, little cen be done to expedite (2-7 weeks)
indexing, compiling, and printing time for a monthly index.

3. Other considerations

a. The Printing Services Division estimated thet offset printing
costs $l.15 for the first 100 pages and $.40 for each additional 100
The monthly issue of a 1,041 page publicetion in 500 copies
would cost $2,085.85. Twelve mouthly issues would cost $25,029. A
cumulative issue costing the same amount would bring total printing

costs to approximately $50,000.

sonnel needs and costs are difficult to estimate; but the

es geem realistic based on present Intellofax needs.
eraging GS-9 would cost $165,000, 20 typists
$100,000 could ,

pages .

Per

following figur

indexers av ‘ - 3
Egiggzi;g 65-5 would cost $73,000. An additional
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easily be expended on supervisors, editors, and compilers. Printing
cos?s Plus personnel costs would come to $400,000. The Consultants
estimated total cost was $250,000. For comparison, the annual cost
0? the Intellofax system is approximated below. Equipment costs are
given only for the Machine Division because the eguipment costs for
the other operations would be similar for any indexing system.

Costs Of the aperture card system are not included.

No. of
Personnel
Operation (average grade) Cost
1) Code 25 (GS-9) $133,500
2) Type Intellofax Mat 16 (GS-5) 56,000
3) Print Intellofax Card 3 ($5,300 15,900
per year
L) Machine Division
(Key Punch, Processing Cards,

Reference Service, Preparation
of Intellofax Tepe) 26 (Gs-4 & 5) 100,500
5) Machine Division
(Equipment Rental and Typewriter
and Facsimile Purchase Costs) 44,230
6) Library Reference Service 2 (@s-9) 11,000

$361,130

b. An index containing citations to all information reports
would pose security problems, particularly if it had to be contracted
to a commercial indexing or printing firm.

ec. If an index to information reports is feasible, it does not
seem practical to also include books and FBIS materials as recommended
by the Consultents. Including these materials would not only greatly
increase the size factor, but these materials are different in
subject form and content from information reports and take different
types of indexing. In addition, analysts interested only in FBIS
materials or books would not want to search hundreds of raw informa-
tion report entries to find pertinent citations.

c. Card Catalog

The card catalog as a replacement for or auxiliary to the Intellofax
gtem has been considered by the task team because the Consultants recommended
iz or the printed bibliography as the retrieval system choices available to

OCR.

The task team feels that a card catalog would be far superior to a
printed pibliography because it would have greater depth and could have more

omplete annotations. citations to documents would be entered in a card
c
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3 Cagiiggrzpﬁroxmately 4 weeks sooner than they would appear in a printed

of the Inzeg_ri The anmual cost of a card catalog not derived as & by-product

an & ‘Of&X system would be approximately $212,500% as compered to
nnual cost of $400,000 for e printed bibliography.

The discrete searching capability of the Intellofax system is
rably greater than that of e manual card catalog system. For this v

reason a card catalog could never be used as a satisfactory substitute for
a machine system such as Intellofax.

conside

In its investigation the task team has been impressed with the
advantages which can be derived from supplementing the Intellofax system
with a card catalog. A card catalog would satisfy quick and non-discrete
information needs while the Intellofax system would be used for more
detailed searches when time was not a prime factor. Use of the catalog
would materially reduce the number of expensive machine run searches. The
card catalog could be used to satisfy many requests during week ends and
off-duty hours when Intellofax personnel would not be readily available.
Some requesters would prefer to make a rough search in the catalog prior
to requesting an Intellofax run. In meking this first rough search, guide
cards and cross references would provide them with clues to allied subjects
in their fields which they might not otherwise utilize in making a machine
run request.

A card catalog could be provided for an annual cost of $38,300%* as

a by-product of the Intellofax system. This cost would be more than off-set

%) by savings in the operation of the Intellofax system as machine runs are
reduced by the use of the catalog.

* The cost of an independent card catalog has been estimated as follows:

Operation No. of Personnel Cost
1) Indexing 25 (GS=9) $133,500
2) Typing Entries 16 (GS-5) 56,000
3) Maintaining Catalog and Pro-
i Reference Service 6 (5 Gs-5, 1 GS-T) 23,000
viding e

%% The estimated cost of a card catalog using duplicate Intellofax IBM cards

Operation No. of Personnel Cost

: ' 00 per yr)  $ 5,300
ting Additional IBM Cards 1 (%5,3 )

éi gﬁ:?hing Additional IBM Cards 3 (1 GS-k, 2 GS-5) 10,000
intaining Catalog and Pro- . _

3 &gﬁng Reference Service 6 (5 GS-5, 1 GS-7) 23,000
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9 mately 41}(51%51:;;;}[&1 Space would be required to house a card catalog. Approxi-
aﬁticipa{:ed e iards are em?ered. into the Intellofax system daily. It is
than in the Tut »lless‘ ISC subject headings would be needed in the catalog
vould be imppe zﬁ ofax system, e.g., use of subject modifiers in a catalog
ares file wl‘)thc 1'1:8.1. However, it would be advantageous to have a separate
one fourth i fu—l'subgect §ubdivision in the catalog. Therefore, figuring
the outed ess subject entries, but a complete area file the total input to

catalog could reach 6,000 entries a day (1,000 documents averaging
3 subject and 3 area entries). The present S5-year cumulatior of Intellofax
cards 1s housed in IBM file cabinets 6 feet high (14 drawers) which take
up 455 square feet including aisle space. A card catalog would have to be
stored in lower file cabinets (4%4-5 feet), but short IBM cards {33 x 5 inches)
similar to the present source cards would be used in place of the long punch
cfard. Therefore, if the input to the card catalog were comparable to the
input to Intellofax, the card catalog could be filed in the same space as
the Intellofax file (U55 square feet). Figuring that the card catalog
would have one third more input than Intellofax, the space requirements for
the catalog would be approximately 605 square feet for a five-year collection.

The complexities of any future data processing systems (Minicard) p
increase the need for a quick manual searching device since the Minicard N/
system eliminates the concise bibliographic references and presents
forseeable servicing problems. The benefits derived from the establishment
of a card catalog as a supplement to Intellofax may apply equally well to
Minicard. T ——

")

CARD CATALOG
To replace
INTELLOFAX SYSTEM
Adventages Disadvantages
1. Researchers are familiar with 1. A card catalog does not have the
library catalogs and would depth J:.nherent in a machine-
derive satisfaction from making searching system
their own search rather than
having it made for them as is 2. A card catalog housed in the
done with the Intellofax Library would be inconvenient for
system. remote users.
Can be used directly by the 3. A card catalog does not have the
2. aiglyst thus eliminating the speed of a machine-searching system
Intellofax tepe. in obtaining discrete items of
delay for & information.
i ference
. Guide cards and cross re
) aids would give the anaj:yst'clues
to subjects allied to his flf?ld
which he might not think of in -
discussing & machine run request.
SECRET
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Catalog cards could be repro=
duced by the new photo system
and bibliographies could stili
be made available to consumers.

5. A card catalog would require
less expenditure of funds.

6. The catalog would be used for
requests during weekend and
off-duty hours when Intellofax
personnel would not be available.

CARD CATAIOG *
Instead of
PRINTED BIBLIOGRAPHY

Advantages Disadvantages

1. A card catalog has more depth 1. Unavailable to remote users.
and higher intellectual level The printed pibliography can be
than a printed bibliography. used by the analyst in his own

office.

*32 A card catalog would be housed in
| the Library where specialists
would be available to aid users.

3. A card catalog has more Plexibility
than a printed bibliography - Cards
can be arranged in various sequences,
such as subject, area, series, to
satisfy the individual needs of the
research analysts.

Ly, More annotations can be made on the
catalog card.

5e Ccitations to documents would be entered
in a card catalog approximately Ly
weeks sooner than they would appear
in a printed bibliography -

6. Bibliographies would be bulky,
unwieldy, and require 2 large '
emount of secure space in analysts

offices.

% Assuming that the Tntellofax system would be discarded
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‘ CARD CATALOG
To Supplement
INTELLOFAX SYSTEM
Advantages Disadvantages

1. ?he catalog can be produced
inexpensively by adapting the
present Intellofax IBM card
to catalog use.

2. Researchers are familiar with
library catalogs and would

1. Additional space would be re-
quired to house a card catalog.

2. Until such time as the card
catalog reduced the requests for
machine runs, it would require
additional personnel and expendi-

derive satisfaction from making tures to maintain it.
first rough searches themselves

rather than having it made for

them as is done with the

Intellofax system.

3. If the catalog were arranged
according to the ISC, there would
be an ISC index available to aid
users.

4. Use of the catalog would cut down
\}{) materislly on expensive machine
run searches.

5. The catalog would be used directly
by the requesters to satisfy quick
and less complete information

needs . |

€. The catalog would be used for
general searches and crash projects;
and the Intellofax system for deep,
introspective searches.

7. Guide cards and cross reference

aids would give the analyst clues
to subjects gllied to his figld
£ not think of in

which he migh c
discussing & machine run request.

] a for
. The catalog would be use
° 3eqpests during weekend and off-duty

hours when Intellofax personnel

would not pe available.
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?£’II, Task Team Recommendaticns

| A: Modify the Imtellofax system for raw and finished intelligence
materials as follows:

1. Adopt a revised and improved ISC.

2. Put more emphasis on expanding the bibliographic entry on the
IBM card to reflect all of the coded information.

. _3» Reorganize the Analysis Branch on a subject/area specialty
basis. Increase the specialty knowledge of coding personnel through
limited external training or internal rotation. Examine measures
that could be taken to ensure greater continuity of persomnel in the
coding cperation.

L. Find ways to keep the coding analysts better informed on Agency
information needs and priorities, e.g., periocdic briefings, making
available gaps in intelligence papers.

5. Improve the Intellofax reference service by assigning on a
rotational basis a senior coder from the Analysis Branch to the
Reference Branch to advise on the selection of codes on a machine run.
(Task Team #p- Intellofex is studying this.)

% 6. Redesign the Intellofax IBM card to rid it of punched data of
?};§:> marginal value, e.g., the last four digits of the source locator.
Code both the date of information as well as the date of publication.
Allot 2-4 columns on the IBM card to designate by means of code the
various equipment types, e.g., Soviet Fagot aircraft and Soviet Knife

Rest radar.

B. The task team believes that there is no substitute for the extensive
searching capability of a good machine indexing system. With the adoption
of the improvements recommended above, most of the complaints against the
present system would be corrected. However, a machine system cannot give
the rapid service of a card catalog or a printed bibliography, and it denies
the requester the advantages of making the first rough search himself. ,
Therefore, it is recommended that in addition tc the Intellofax system, v
a card catalog or printed bibliography be adopted for raw and finished
intelligence. The catalog or printed bibliography would be used for general
searches and crash projects, while the modified Intellofax system would be

used for deep, introspective searches.

The printed bibliography has one major advantage over the card
catalog; it can be used by the analyst in.his own office. The card catalog
has other advantages, however, that make it superior Fo the printed bibliio-

hy, i.e., higher intellectual level, more ammotations, etec. Therefore,
grep y’ecommended that a combination Intellofax and card catalog system for

- T :
;zwi:nd.finished intelligence reports be established.
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documentlznii Iias%blg, at leust on a trial basis, to have Intellofax
Shoot thO“@c yz s 1nd1§a?e to the Machine Division on the Intellofax zode
The subie?§ (Je! e? for which an.additional IPM card should be reproduczd.
hand cou-b» and area code can be printed by IBM machines in the upper left-
i rner of the card next ‘to the bibliographic entry. The punched data
ould then be cut off and the card would be filed by the printed subject
and areé codes. In order ho facilitate use of the card catalog, copiss of
t?e revised ISC index should be readily available and there should be
liberal use of guide cards $imilar to those recently entered in the book
catalog. The senior member of the document catalog maintenance staff
would be available to aid and instruct users on the use of the catalog.
A card catalog would satisfy quick and less complete information needs of
requesters, but the machine capabilities of the improved Intellofax system
could be exploited when time was not a factor or when only discrete aspects
of certain subjects were required.

C. 1Intelligence research analysts have long requested that OCR provide
an index to FBIS Reports. Agency analysts spend considerable time maintaining
FBIS files in large part because there is no index to this material. The
value of FBIS Reports can be judged by the fact that they constitute a large
percentage of the source material used in CIA finished intelligence studies.
FBIS Reports, which are more like newspaper and periodical articles and
briefs than raw intelligence documents, would seem to logically lend them-
selves to a New York Times or Readers' Guide published index approach. [
Therefore, it is recommended that a study be made to determine the best !
m) f%éindexing system and format for a menthly published index to the FBIS Daily —" :
¥ gmmaries and the Economic Abstract Cards. FDD Summaries might also e
included in this index. If the precent OCR staff can not handle an i
additional job of this magnitude, the index could be contracted to a zovern- b
mental or non-gevernmental agency such as the Battelle Memorial Instiuute. g
i
i
|

As indicated elsewhere in this report, the improved Intellofax
system with the addition of a card catalog capability seems superior to 2 f
printed.bibliography for raw intelligence reports. However, if a printed ﬂ
index for FBIS Reports proves successful, a re-evaluation of a printed index i
for raw intelligence should be made since it may be possible to overcome g
obvicus disadvantages or the disadvantages may not prove as serious as they
appear at present. The real. advantages or disadvantages for a printed
b}bliography for raw intelligence can only_b? assessed through trial. A
published index tc FBIS Reports which would have many of the characteristics t
of a rawv intelligence index, 1.€., (
!
t
|
I

large volume and broad index approach,
1lent trial medium. ]

presents an exce
D. Centinue the IFL on its present basis, i.e., an index to finished ./
intelligence and intelligence periodicals.
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PART FOUR

"6) it .I.S feasible to make photostat
copies of single copy enclosures
for Acquisitions Branch customers."”

I. Consultants' Findings

A. "Many important items not only for the intelligence agencies, bub
for-other government agencies, are sent in by the Publications Procurement
Officers in single copies. A facility should be established in the
Acquisitions Branch for the prompt reproduction of these items whether
they be books; periodicals, newspapers, oOr documents, so that a better
dissemination can be made to meet the needs of the government."

B. "Provision should be made as part of the Acquisition routines to
make such photographic copies as are necessary for the users while providing
for the immediate control of the copy received in the intact hard copy
collection of OCR."

II. Task Team Findings

A. During the period June-Decenber 1957, of the items received in
the Acquisitions Branch, L,52l were reproduced to meet requirements within
= the government. This represents a sizeable reproduction load. Promptness
\“E is an important aspect of any such program. At present, the reproduction
is accomplished in thez plant. 25X1

B. Tt is questionable whether the addition of a reproduction function
administered by the Acquisitions Branch would completely solve the problem.
A better solution would be to establish a branch plant of the Printing
Services Division near or Fo perform the work. 25X

1IT. Task Team Recommendations

A. Creater efforts should be made in emphasizing to the PPO's the need
to procure multiple coples.

B. A branch reproduction operation. similar to the organization in
wg" Building, should be established | _ . ] | The branch's
main function would be limited to assisting ?he Library in handling 'Fhe 25X1
reprociuction of publications received in an inadequate number of copies.
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o] TTR/3--Appendix A

8 October 1957

To : CIA Librarian R
i
Subject: The ISC revisions and their possible effect on book cataloging.

1. It is believed that, as far as the cataloging of books is concerned,
consideration should be given at this time to a shift from the ISC to the
Library of Congress system of classification and subject~headings.

2. The ISC is currently being examined by an ADHIP committee for the
purpose of revision; the Army Map Service area code s been so examined
by another committee and will be replaced and/or supplemented with a new
area code. If the Catalog Section is to profit from the new area code,
which is a much-desired improvement on the AMS code, it should begin to
use the new code when cataloging books. However, to use the new area code
would require that the Section would also be forced to re-catalog the entire
holdings of approximately 79,000 titles and to re-label that portion of the
total CIA Library's holdings of 172,447 volumes which is on the shelves
rather than on loan. If the revision of the ISC should be substantial,
even if the Catalog Section continues to use the AMS area code, a large
percentage of the CIA Library's holdings will have to be re-cataloged and
re-classified in order to keep abreast of the Document Division practices.

>

3. Advantages and disadvantages of the ISC and Library of Congress
systems are:

a. Advantages of the ISC:

The ISC was specifically designed to cover the topics
with which the Agency is concerned.

Books and documents are subject-headed by the same system.
The index to the ISC is, in effect, the key to two
different catalogs; the subject and area files for
documents and the subject and area files for books.

Both files are thus joined into one subject and area
catalog for the entire processed collections of the

CIA Library and the Document Division.

L, Tape-runs can be made to provide analysts with a biblio-
graphy in a relatively inexpensive mamner which does not
involve typing copies of catalog cards or preparing
bibliographical lists in different formats.

w =
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b. Disadvantages of the IsC:

1. The ISC is a classified list of subject headings for

documents, and as such is awkward as a classification
system for books. The fundamental difference in the
coding of documents and books is that books on similar
subjects should be placed physically adjacent to each
other, whereas documents are kept in the numerical

order of accession. No check is necessary before using
a code for a document, whereas the codes used in the past
for other books must be compared for every new book.

2. As far as can be ascertained, no documents are ever
received for such sweeping topics as "The conflict between
Eest and West", "Taxes and fiscal policy in underdeveloped
countries (as a source for funds for development)", etc.
In order to cram what is a purely book subject into a
document code, the ISC is often bent and twisted, and
either additional codes are added in gross to indicate
significant subjects or ome amorphous general code is
used. The Catalog Section has developed a whole set of
ad hoc interpretations for certain codes which are not at
all in complete agreement with the interpretations .of .the
codes as used by Document Division.

3. Since the Catalog Section groups books by continent and
then by country, it can not use related areas and it can

@P-fj) not indicate bloc groupings such as the Arab League or the

5
=

Satellite Bloc of Eastern Europe.
c. Advantages of the Library of Congress systems:

1. The IC classification system was designed specifically for
books. While it has its own internal weaknesses, e.g.,
rifles in US, SK, and VF, its use would eliminate much of
the present difficulties brought about by foreing
specifically book subjects into a document code.

2. The LC subject-heading list is an alphabetic word and/or
phrase index to the subjects covered by the books in a
collection. Its straightforward alphabetic nature seems
easier to understand than a coded numerical listing.

3. It should not be difficult to work out a system of photo-
graphic duplication so that a bibliography of the catalog
cards could be prepared easily for an analyst.

d. Disadvantages of the IC systems:

1. The IC subject-heading list is a straightforward word
and/or phrase list, and, by its very nature, creates a
wide separation of like subtjects and seeming subdivisions,
e.g., Unemployment benefits and Supplemental Unemployment
Benefits; Electronic data processing and Information
atorage and retrieval systems.

r SECREY
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2. IC cards are not available at the time that the Catalog
Section is processing the books for 45 to 55% of recent
books in English, 65 to 85% of recent books in Russian,
and 75 to 80% of recent books in French, German, etc.
However, the percentage of titles which are available
would reduce the original cataloging load of the Section
by 10 to 15%.

3. IC cards for books in Cyrillic languages are printed in
Cyrillic characters and are transliterated by the IC
System rather then the BGN system used by the CIA. To
have cards for Russian books which would be uniform in
appearance, the Catalog Section would either have to use
& Russian typewriter for the books in Russian which it
would give original cataloging or not use the available
IC cards in Cyrillic characters. Any attempt to change
IC transliteration into BGN transliteration without
reference to the books themselves would be impossible,
e.g., "ia's" into "ya's.”

L. The IC systems are deficient in certain areas important
to the Agency, e.g., communism, intelligence, security,
ete. The IC system of classification and the list of
subject-headings would require some re-working before
they could be as suitable as the ISC. Area breakdowns
can not be used with every subject listed in the IC
subject-heading list. PFurthermore, certain subjects

b :) would be meaningless if reversed, e.g., Russia--Statistics
and Statistics--Russia are two entirely different
concepts and to use and/or reverse both subject headings
would make logical nonsense. As a result, there can not
be a complete area catalog.

k. If the revision of the ISC results in a code skewed more to the
requirements of the other IAC agencies and the needs of their documents
and less to the cataloging of books--since the CIA is the only agency which
uses the ISC for book cataloging--a shift should be made to the IC systems
of classification and subject headings. If the revision of the ISC results
in a code which can be utilized more effectively and efficiently for the
cataloging of books, the ISC should continue to be used. One standard
system for both books and documents has advantages which would be lost by
shifting book cataloging to the IC systems. Furthermore, any revision
of the ILC classification system and subject-heading list to provide for
those subjects of peculiar interest to the CIA, e.g., communism,
intelligence security, etc., which are adquately.covered only by the ISC,
would have an unsuspected effect. Customarl%y,131nce using LC cards
involves almost complete acceptance of the ?1?llographic detail as given,
e.g., the descriptive cataloging, the ?la551f1catlon, the subjects, and
the added-entries, the work of processing those books for which there are
I1C cards is done by clerks rather than by catalogers and there is thus

el i}“" v sy
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a substantial economy in the i
scrutinized, the c mw cost of cataloging. If each IC card must be

lassification altered, and the subjects replaced by
gzlil;riyfrigfthe-CIA special subject-heading list, the work can be done
the I cgrd essional cate.xlogers, It would often be cheaper to ignore
addition & s and do original cataloging for the book. Furthermore, in
- 0 the large l?ercentage of recent books for which no IC cards
re availlable at the time the Catalog Section is processing them, no
IC cardL? are available for classified materials or for large blocs of
comnc?rc1al directories, etc. Cards for older, as well as serial,
Russian materials present the special problem of handling Cyrillic
type-face and differing systems of transliteration, as well as the
adc".iitional problem of providing a translation of the title into English--
a job which no typist could be expected to do.

/s/

Chief, Catalog Section
Acquisitions Branch
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- ) o TTR/3--Appendix B
15 October 1957

MEMORANDUM FOR: Deputy Assistant Director, CR

SUBJECT: Cataloging Problems Reqguiring Policy Decision

25X1

1. Attached hereto are two proposals that have been the basis of
some discussion in the Library. They were prepared bw;;;;;;;;;;ﬁ;;g?he
memorandum of 4 October is primarily one of procedure: paragraphs 1 and
2 can go into effect as soon as practical. Paragraph 3 is a warning to
me that help may be required. Paragraph 4 will be delayed. There are

some objections to the 3x5", short IBM card: harder to handle vertically,
no holes in them for threading onto drawer rods, etc. 25X1

2. The 8 October memo\ \explains the pros and cons

of the Intelligence Subject Code versus the Library of Congress system
of subject cataloging. It is my recommendation that we continue to use
the Intelligence Subject Code for our classification of books because
it reflects the needs of intelligence most closely. If the current

+;ﬁ§é review of the ISC results in an extremely complicated, out-size list of

’ headings we may reconsider. I am impressed by the fact that

recently ran a machine listing of the ISC headings he used for books 25X1
and estimated that he has utilized about 75%.

3. Any revision of the Intelligence Subject Code will require
recataloging portions of our collection. It is good economy to consider
revising the area cataloging at the same time revisions are mede to the
subject cataloging.- When the ISC revision is adopted, we will revise our
cataloging both subject and area-wise, working closely with Selection
staff to review materials that may be obsolete. This will take time,
put it would result in a more efficiently arranged catalog and collection.

). The move of the Catalog Section to M Bldg. soon, together with
approval of the points raised in this memorandum will cover most of the
following recommendations in the Library Consultants®’ Survey: 33 - 39.

25X1
/s/

Librarian

Attachments (2)
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D)
list 2gea§§othe grd§lems of SUPject cataloging is that the subject heading
some thing o us: as a clas§if1cation system. Since various aspects of the
for o fed% ure reated as different subjects, there is often the necessity
books haveqbs search of the shelf-list to determine where other similar
as pert of t;en plac?d, (E.G., a bomber as a commodity is T43.17; a bomber
a1 o e materiel of the armed forces is 373.1 or 461.2; research
nd davelopment on a bomber is 666.202. A handbook prepared by the manu-
fécturer on the design and operation of a bomber currently in use by the
MAir Force could be classified in at least 3 places.) A large part of the
difficulty could be solved if:

(1) All commodities would be listed in the 700 section only.

(2) The 200, 300, and 400 sections would contain only organiza-
tional information about the armed forces; the 500 section
would be general theory of tactics and strategy; and the
600 section would be pure science and general scientific
and/or technical research.

(3) The military aspects of the commodities would be reflected
by slash-action codes in addition to those already used with
part of the 700 section, e.g., A for Air Force, D for Navy.
Research and development would be indicated by an R;
weapon theory and usage by W.

’Qj> (4) The classification of the book about a bomber would be
general, €.g., V/8--743.17--.B7; the subject heading would
be specific and detailed, e.g., A—R—2-5/7h3.17, which would
be read as: Airplanes--Bombers--Product specifications and
description (including research and development)--U.S.
Air Force.

Classifying books about commodities in one place and making use of
additional detailed, specific aspect subdivisions of the subject would be
an improvement not only over the present system but also, in many ways,
over the present Library of Ccngress system. For example, the LC puts
books about rifles in three places: US, SK, and VD; it puts books about
electric furnaces in five places within three of the letter classes: @D,
TK, and TN. The subject-headings are simple and direct: "Rifles" and
"Electric furnaces,’ but there are no specific subdivisions of these
subjects and the catalog user is referred to nine gther places in the
alphabetical catalog (eight of these are to‘spec1flcally named types of
rifles, €.8+; Lee-Enfield.) Furthermore, since geograghic.subdivision of
neither subject is provided for, the IC doeg n9t d}stlngulsh between
Russian and British rifles, whereas such a distinction seems necessary in

this agency-

~ . B R . - . .~

l;

m Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271 R000100120004-6




ow o e

L
I I I

10.
11.
12.
13.
1k.
15.
16.

17.
18.

J|_Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271 R00100120004-6 ]

- L. . " . R

D .

SECRET

TTR/3--Appendix D
SAMPLE LIST OF U. S. GOVERNMENT LIBRARIES
USING THE LIBRARY OF CONGRESS CLASSIFICATION SYSTEM

Note 1: This 1ist is not complete. Data was obtained from
Special Library Resources, Volume II, published by
the Special Libraries Association, 1946.

Note 2:

AFCIN, ACSI, and ONI do not maintain large book
collections. The books which they receive (mainly
as enclosures to intelligence reports) are forwarded
to interested offices in their respective services,
or are retained occasionally and filed by the

ID number.

State Department Library

Civil Service Commission Library

Department of the Interior, Fish and Wildlife Service Library
Department of the Interior, Law Library (modified L.C.)
Bureau of the Budget Library

U. S. Maritime Commission Library

Department of the Navy, Bureau of Ordnance Library
Department of the Navy, Hydrographic Office Library
Department of the Navy, Naval Ordnance Laeboratory Library
Army Map Service (IC for books, magazines, etc.; Williaus for maps)

National War College Library

Department of Health, Education & Welfare, National Library of Medicine
Department of the Army Library

Netional Research Council Library

Federal Trade Commission Library
Public Housing Administration Library
Federal Deposit Insurance Corporation Library

U. S. Coast Guerd Academy Library

SECRE
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for higher quality of indexing and fuller annotation
and better analysis, this staff might possibly be set
at fifty pecple. Basing the space required on 80
Potal square feet per person, this would require about 4,000
square feet of space, which would release another 2,500
8,000 15,705 Sauare feet.

1/ p. 146 the Survey recapitulates "A room of approximately 3,000 square
feet would provide for three to five years of hard copies of all
documents received, plus a reasonable number of Photostat Expediters,
so that analysts could make copies of items they wanted without delay."
Comment: The two year qualification as to capacity involves at current
{:ate of receipt 758,000 documents. Note as underlined that the
'analysts" would now reproduce their own copies - our current rate of
printing is 35,000 prints per month plus wastage - 420,000 plus per
year.

2/ The Survey's allowance for the first three space requirements listed
above totals 4,000 square feet.

y The flow cherts prepared by Management Office for the use of the Survey
state, Chart I, that the IPI staff of 4 (Section Head with other dutles,
two indexers and a typist) processed 4,596 documents during 1956. On

this basis the Survey proposal for an indexing staff of 50 must be
multiplied by four.

o

Evaluation of Survey allowance of 3,000 square Peet For storage: of 5 years
of hard-copy document receipts.

Assumptions:

we project the 1956 rate of growth of 378,874 documents for the 5 years
involved.

Records Management advises us to allow 2,000 pages per linear foot of
storage space.

We calculate the square footage requirement for stack storage as followa:

3 foot shelves, 7 shelves per single-face section, 6 sections in
a stack unit and double faced - thus, L2 shelves per side, 8l
shelves Pper double face range, 252 linear feet of storage minus

10% or 25 linear feet for dividers and ranila folders required to
hold documents in place, yielding 225 linear feet net storage

cepacity per range .

About one half of our document receipts are of legal-size format -
4" x 8.5". We will store all documents on their sides on 10"

shelves. We therefore require 2 x 14" or 28" plus 2" stack bracing

/
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0{’30 for the range and contents and we would allow Lo
aisles to accommodate staff and book trucks. 72" or 6' wide

x 20" {6 3' sections and one 2' end aisle) equals 120 square
feet per range unit.

These asﬁuﬁptions on stack storage are completely accurate for the
present "M" Building Library facilities. We believe the 7 shelf
height will hold for any other building because of the inconvenience
of access to the 8th shelf. (In fact, browsing among documents on
the lowest and on the Tth shelves will, in our opinion, prove

totally unpopularu) (Assuming approval of user access by Security
Office.)

Some saving of end aisle space will no doubt prove pessible in a new
building. Narrowing the 42" stack aisles which must accommodate
stools, ladders and book trucks in addition to staff must surely
prove to be a questionable economy.

Our camera operation cites an average of 5.4 pages per document filmed
in Jan-Mar 1957. We apply this figure across ~the-board to our entire
take and adjust the results to allow for oversize enclosures and
Pinished intelligence studies as follows:

A recent Analysis Branch sample showed 1 page of enclosure per
2 pages of cover document received, specifically in one week
we processed 3,729 docs @ 5.4 p. or 20,136 p. of which 599
documents included enclosures totalling 10,84k pp. If we scale
this down to an average of 6,000 or 60 pages per enclosure and
agsume 30,000 enclosures per year We get 1,800,000 pages
additional take per year.

378,000 documents @ 54 p. ea equals 2,041,000 pages annual grovth rate.
1" 1

! 1" "
30,000 enclosures @ 60pea " 1,800,000
’ . total 3,851,000 " " n "

3,841,000 pages equals @2,000 pp per linear foot - 1,920 linear feet
growth per year.

1,920 linear fee?b divided by 225 linear feet (capacity per 6-section
stack) equals 8.5 stack ranges per year X 120 square feet per stack
equals 1,020 square feet required per year or 5,100 square feet to

house & five-yesr collection.

s 44 e require: 1 gorting room 300 square feet
In addition, ¥ 4 1 Kardex log room 300 square feet
1 copy room for 3
expediters, etec. 300 square feet
1 room Tor users 300 square feet
1 yr allowance for
growth factors 1,020 l/ square feet
Total 2,220
CEORET



“

[T

' ’Sa'itiz Copy A-proved for Release 2011/01/04 : CIA-RDP82T00271 R000100120004-6

. <) Revised 5
: 2 ea; al space requi
j) square fZetf total space requirement - 5,100 plus 2,220 equals 7,320

Additional comments:

1. Management of Hard Copy Storage:

This collection will grow at several hundred points. There is no
way to predict the individual rates of growth. Steady shifting
of collection to accommodate growth variations is inevitable.
Assuming that we could start with 2,000 feet of stack space or
enough for two years, the problems of management in the third
through fifth year plus the costs of retirement will certainly
prove difficult even granting that the additional annual allow-
ances of space are forthcoming as needed. Another way of saying
this is that a 5-year collection cannot be tightly packed into

a 5-yr capacity storage area; the more any space allowance for
growth is pared down by assuming dual use of initial area, the
more staff is required to maintain an orderly collection through
time by large-scale shifting of documents.

2. Housing in Filing Cabinets:

Assuming a growth of 1,920 linear feet of documents per year plus a
one-year space allowance for growth and manipulation and assuming
further that Security Office recommended cabinet f£iling for security
\'IZ) and safety reasons our equipment and space needs would be the
following:
5 drawer cabinets, 10 linear feet per cabinet or 192 cabinets
per year; O-year requirement 960 plus 192 for growth or 1,152
cabinets. Assuming 12 cabinets housed per 100 square feet of
space gives a total space requirement of 9,600 square feet.

3. Staff Requirements - hard-copy storage:

Survey comment: "Assuming that only the present 60,000 documents were
pulled from the shelves, the reshelving of these documents, which
should be done by OCR staff rather than by the analysts, even at the
1ow rate of 60 items per hour, would require only about a half man-
year to keep this hard-copy file in order. An additional 350,000
documents would have to be shelved currently as received and this
would require an additional 3-1/2 man - years. Since it may be
anticipated that the use of the documents would increase greatly if
hard copies were available for immediate consultation and since there
might be cases in which the analyst might well sit at a table and have
the documents brought to him, it would probably be well to provide for
a peak-load staff of seven or eight clerical attendants to bring docu-
ments from the shelves and to keep them filed and in order.

I
AR
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of items not received should be asbsorbed in the acquisition process,
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"Since the entering of items as received and claimings

this would substitute seven or eight stack attendants for the group of
about 20 who are involved in the IAC Unit, the Copy Unit and the Aperture
Card Unit of the Machine Division. It would also make it completely
unnecessary for the Search Unit of the Circulation Section to handle
incoming requests for documents which is the largest part of their job,
so that unit could be eliminated." pp. 146-LT.

Recap

Unit present T/0 Reccormendation
Search Unit 11 abolish

JAC Unit 5 abolish

Copy Unit 7 abolish set up 8 man

stack unit

Aperture

Card Unit

Mounting 3 abolish

Keypunch .63 1/ abolish

Card processing 9 %/ abolish

use 8, save 19.5

N
-3
i

Our comment:

1) The Survey assumes that analysts will come to the storage center -
at present? and in the new building? 504 of our requests come by
meil, today. An estimated three-quarters of our requesters know
exactly what document(s) they wish to see. Surely under any system
it will constitute better service to send the documents to them
on their deadlines as we have been doing for many months. This
would in no way prevent analysts who prefer to call in person from
doing so. Question: Do Agency and IAC customers receive service by
mail? If so we staff to pull requested documents from the shelves,
to copy them (if reproducible) and to maintain minimum records.
Since many document identifications are partial we also staff a
Control Section to complete the identification.

2) The Survey omits from this discussion the problem of achieving an
inviolate collection of IAC enclosures - (Discussed in the OCR reply
to recommendation #80). As we see it at the present time up to
one/third of the enclosure traffic is unobtainaﬂ?le z?.t reasc?nable
reproduction costs. Any requested enclosure which is not in the
proposed hard-copy collection means a special retrieval sequence at

high cost.

3) The Survey anticipates that "the use of the documents would increase
greatly 1if hard copies were availeble.. ."  and makes no mention here
of the reproduction costs which they presumably will have the
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analys*.:,- bear since they give ug no staff for this purposSe. Our
guess is as gocd as theirs on whet this might involve. At present
we print sbout 35,000 paper copies from aperture card film each
month. We bear an added wastage cost of perhaps 10 - 15%. An
estimated 5% of the documents are either partly or totally
illegible for machine copy purpcses. Copying is a purely clerical
mat’?er. The analyst who wanted 100 pages of text would never
achieve a trained clerk’s production rate of L4 - 5 prints per
m%nuteu We doubt that he would stick with the machine through one
fifteen-minute session of copying and feel cerbain that he would
call for help immediately on the first page of poor copy he met up
with. We would plan on manning the copy machines fll-time. Three
machines means a T/0 of 3 with no allowance fPor error nor for the
predicted increase in traffic.

L) The Survey states that their assumed rate of reshelving of documents
at 60 per hour is low. They indicate no dscument library vhere we
can go to see such performance. These are documents, not books,
and will be housed at the rate of about LO0 per linesr foot. Re-
filing is a matter of slipping despatch €8 in between 67 and 69;
unlike refiling in cabinets shelving will often involve pulling the
whole lot of documents near the filing point in order to return
the given document without damage. One rough check on their
estimate can be made in terms of space maintenance per man. They
allocate 8 clerks to a 3,000 square foot area which comes %0 about

,y.,j) 380 square feet per clerk or 3 possibly 4 ranges of shelving. We
estimate 6,000 plus square feet of storage area plus constant
shifting of collection, plus service of mail requests. At 380
square feet of assigned area per clerk we would require a T/0 of
16 - which compares not unrealistically with the 8 or 9 we employed
in 1953 for an incomplete hard copy collection in cabl.ets & fourth
smaller in annual rate of growth and a third smaller ir rate of use.

5) The Survey assumes that logging in and claiming of documents not
received can be absorbed by their new Acguisitions operation. At

s rough calculation this means the reallocation of 5 existing Jjcbs.
378,000 documents per year procesged in no sequence are to b=
logged by source post before delivery to the storage area. This
surely means for example the sorting ous of all the London despatches
received on the given day and their arrengement by despatch number .
Assuming that 1 man can do the sorting at the rate of 1,500 per
day or about 200 per hour. Assume 2 checkers can mark Kardex cards
at 750 per day or about 100 per hour. Minimum requirement 3.
Deduct 25% from the time of staff on duty for leave and traiaing
and make no assumption about fluctuations in load and staff turn-
over and the Survey's regalar allowance of 60% staff for peak load

is certainly justified in this instance _iving a total sort and
checking in T/0 of 5.

T
'
3 -
’
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“:) épprggcigﬁgazg; :h§f§urvey appears to have taken a rather superficial
that any r’ealié t§‘ al LIE Up of a hard.ccpy document operation. We doubt
this time. in wh?C_esLimatesncan be established for some of the costs at
T/0 Wouid’ ‘which case a liberal and long-range allowance for extra
certainly need to be included in any final plans for such an

iPEPétlogu Ag?inst the Survey proposed T/0 of 8 stack clerks we would
ay the following for first comparisons:

Sort and check (Acquitisions) 5

File - Survey space 3,000 square fest, T/0 8
OCR estimate 6,000 square feet
T/0 minimum 12, probable 16 2

Copy service - 3 machines 3

Search Unit (i.e. customer service)
i search bock requests 1/

6 search document requests - mail, tele-
phone and in-person 2/ {includes super-
visor)

1 mail clerk

2
27 3/
}/ Agree that this can be absorbed in the new building on the assumphion
ywég) that Acquisitions personnel will have ready access to book catalog and
' stacks. The fact remains that many requests come in incompletely

identified fr purchase purposes or for books that need nc. be purchased
because loan copies are immediately available from our shelves. This is
an optimistic assumption.

g/ Even were a directive issued which required library wusers T> call in
person there will be many requests for asgistance in lccating files,
reaching high shelves, explaining missing iteus, ete. We would assumé
present load pattern {including mail and phone requests) and start with
6 analyst assistants.

3/ The Survey justifies 3 of its T/0 of 8 to handle peak load. This
cushion of 37% is present in the above rough rigures and partially so
in our present-day operation. One man-year or 26l work days minus

8 holidays equals 233 or @8 hours per day, 2,024 gross man-hours per
year. Omitting turnover vacancies and apprenticeship costs, the
employee 1is unavailable 17 daye due to annual leave, 10 days due to
sick leave and 12 days (5% of 253) for agency training for a total of
39 days leaving 214 days of duty at 7 hours per day or 1491 hours.
This represents a 25% deduction and leaves a productivity potential of
75% of gress hours on duty before present high rate of turnover is
taken intc consideration.

e S
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‘_) CENTRAL INTELLIGEKCE ACENCY

' OFFICE OF CENTRAL REFERENCE

SELECTION TASK TEAM REPORT NO. I TTR/M

2R February 1958

MEMORANDUM FOR: Assistant Director, Central Reference

SUBJECT : TFinal Report on Selection of Publications, Task Team No. k.
1. Mewbership
25X
The Task Team membership consisted of: 1
| | Chairman, Document Division, OCR —— 25X1
‘ Requirements Staff,\ ‘
\ Fundamental Science Division, 0SI 25X1

2. Method of Task Team Operation

}M ;) e. FPFach member read the Consultants' Report. The group discussed its own
terms of reference, then decided to interview all personnel engaged in
selection. Each member studied background papers on the development

of selection criteria and each investigated, separately, seleciicn in

the branch libraries in K Building and Berton Hall and also in selected

0ST and FI divisions. The members also discussed with officials in
their offices, and the Chairman in OREK, various approaches to the
development of gelection standards, primarily as a basis for judging

the current standards.

b. The Tecam met and each member expresssd his thoughts on the whole range
of topics in the terms of reference. There was substantial agreeaent
on issues and conclusions. Each member submitted his contribution for
the report on whatever he desired. The Chairman integrated them into
a draft. The Team met again and suggzsted wodifications of form and
substance. The daraft was reviewed by the Coordinator, and a rewritten
version was finslly approved by the Team for submission.

3. Recommendations

The recommendations contained in the body of the report are that:

A proposed gelection policy and criteria be drafted covering at least

the elements described as being necessary for comprehensive and conerete
guidance O the selection staff and in consonance with one or wWore

ﬁ1’ approaches described for the developmant of ssleation criteria. Se@

page TTR/4-11.

K.

CnO-N-F-I—D—E-N-T*I—A—L
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Tae drafi 2 vhion

Trom user components. See page TIR 5.
The committee of Library selention
subordinzte to and an extension of

Branch Tibraries be sbolished when
and thelr waterisls turned over Lo
vhere such exist. See page TIR/k-11.
Specialized book collections maintained ab
levelibe cataloged or otherwise described
s0 &g to be available to other component
See page TIR/L-11.

Methods be adopted, as suggested, or
cataloging manpower limitations
selection. See page TIR/L-1L

The selection function yemain in Referance
officer continue to nbilize the linguistic
of Acquisitions Pranch.

, policy and eriteria be s
review, final approval, and publicatinn, ininislly end periodically
theveafter, in order to obiain widespread and consishent guidance

conguibanss be designated &
CRAG representation.
the new building is occupied,

appropriale specializ@d.JGllectionS

office, Division, or Branch
for the livrary system
through Reference Branch.

othervise, whereby space and
will not he severe res

aee page TTR/U-12.

L

_RDP82T00271R0001001200646

,

et IV, v
TR/ -2

0

mtthed to CRAG Tor

channel.
see page TTR/L-5.

trictions on

Eranch, but that the Selection
and bibliographic capabilities

25X1

25X1

Attechmen A

Final Report of Task Team Four
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ﬁ&h FROJECT #0UR: SELECTION OF BOOKS AND OVERT SERTAL PUBLICATIONS

I. PROBLEM

A. To study book and document selection criteria and determine the prorer

loca@?qn of the selection function in the organizational structure;
specifically to determine if:

1. The Agency staff participates in the selection process.
2. There is a satisfactory selection policy.
3. The selection function should be in Acquisitions Branch or in Reference.

B. The frame of reference of this report in relation to the Consultants' Report
is described in Appendix B.

II. Does the Agency staff participate in the selection process?

A. CONCLUSIONS:

1. At the time of the Consultants' study, the Agency did not participate
in the selection process in a regular, organized manner.

o, fThe recently instituted method of utilizing subject experts as consultants
. for selection has given 1ittle evidence so far that it will in itself
W’;) meke more than a minor contribution to selection.

3. A high level committee of office representatives, such as CRAG, to
periodically review, approve, and publish Agency selection policy and
criteria will provide more comprehensive and consistent guidance to
selection.

ly. The reference librarisns are strategically located to consider user needs
for additional library materials as developed in reguests for information

addressed to them.

B. FINDINGS:

1. The CIA Librarian concedes that Conclusion 1 above is valid in his rebuttsl
paper on book acquisition policy. Perticipation was obtained, in & sense;
by having the gelection staff review publications purchase orders for
materials to be added to office collections. The CIA Librarian admits
thet "this ie at best, however, an incomplete method of communication.”

5. The CIA Librarian has addressed a memorandum, dated 28 October 1957, %o
. Agency offices requesting them to designate subject experts to assist
in the formulation and implementation of a selection policy. It also

described & procedure for obtaining the advice of the experts in making
the final selection of & publication.

P ¢-0-N-F-I-D-E-N-T-I-A-L
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a. The experts i - ] . .
m LT{) aei}.«el:% heve o guidance on how to umke & selection for the
ravy in contrast to their own office collections and branch

libraries.

The xfte‘bhods may be successful in obtaining sdentification of
specialized publications needed for the current missions of the
components represented. The initiative for specialized publications
Sl:lould come from the experts rather than await their advice for the
i":mal selection. The selection aids available to the gSelection Officer
in specialized scientific fields are inadequate .

3. The Central Reference Advisory Group (CRAG) can be an effective instrument

for obtaining wider participation in the selection process. Its function
would be to:

a. Provide broad, general guldance on policy, criteris, and procedures.
It would perform two continuing duties s ‘

(1) Review and updating of policy and criteria. It would ensure
that they were wholly satisfactory end responsive to the component:
represented. Modifications and additions could be submitied
by individual representatives on their own initiative at any
time. Review and re-endorsement, on the other hand, should be
undertaken at prescribed intervals, perhaps annually, as &
formal function of the group.

‘ N (2) Dissemination to the selection staff of research programming
-~ and project planning papers. Many Agency components and other
Library users engage in precise intermediate and long-range
plenning of future activity. An example of a programming
paper is the Annuel Progress Report of the Economic Intelligence
Committee. If the reference function is to pe dynamic in
anticipating requirements, the selection function must, by the
same token, be one lap ahead of the reference librarians. The
documentation needed for the Library to develop periodic,
precise selection regquirements for scheduled projects should
pe a direct responsibility of CRAG.

b. Suggest specific subjects and titles voluntarily, but the group
should not bacome & regular chammel for allpublications <ndividuels

nay desire.
4. The jndividual Library user is the originator of the need for specific

titles. The reference 1ibrarian is the natural point of contact of the
user; he is strategically placed for & customer relations role.

P -0 -F-I-D-E-N-T-I-A-L

i - L. ‘
IEREaaaete S anitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6 (et



. ‘Sanitized Copy Approved for Release 201 1/1/04 : IA-DP2T00271 R000100120004-6

T=0=N=F=F -D=5-N-T=~T-4~1

I
TR /b -5

ﬁ’ a. There need not be required a spscific act to enehle indiwvidual
uFers

to participate directly in selection. Gool serv;ce.lnhm i
fulfilliing refsare mauests, whish in themselves veflect reseaves
ing refarance requeste, whi
needs, will lesd o identification of selection neeas.
of e +1 s
Slthough Agency components currently spend sbout 509 of a puolication
procurament. budget, far too many individual ugers are‘non gh%;i
that they may request procurement of needed publicaticons. The
reference librarian can weke this Tact more generally known.
T REDOMEmeL a FUN ¢

] . am ) o ! 3 n oS
1. Jae two methods of CRAG guidance and refarenea Librarians dlifrzsnoﬁ
' i 3 TRy . . > x
of user neads during normal, routine contacts are not incompatiblie O

mutua iy evelunive,

Tt is v

a. £ draft selecvion policy sand criteria be submitted to CRAG for
its review, final approval, and publication.

‘ - . P . s

b. The committee of Library selectiov consultdats he desxgn?Jf§oi

X 1 ' 2 " 'as At .
channel subordinate to and an extengion ©F CRAG representatl

[T. 1Is there a satisfroioc ~sjection policy?

”€> A, CONCLUSIONS :

e I canee APt
i. The selection policy 1s not satisfactory in the ssnse thef

3 practi ‘ i re ag
a. There are selection standards and practices for which there
official endorsement.

3 2 - - g —.9; & 'i VI"OCEG.UTES are
. The written statements of poliecy, criteria, and p
incomplete.

The current wethod of developing selection criterlg does not
mnov‘de for all of the selection interests of the Agency.
™’ 1ae roAa

N - + . e 't'r ieted s C—‘(‘J}'.'LDH .
- i & [' 2 It nc caned ng AN LOWET S restylc ,.Pd se
(] . “ ﬁ-i.mit-a J?..ZLOI’I ni Fpr\CF‘ aﬂfl C dv,! . 10g 1 41 OWe as

i weh library collections are inadequate for reference center
a. The oraf 1ibr 201

service .

slection pelicy is satisfactory in the sense that:
select vaa L0

N

=3
D .
2

aglection {5 oriented to Agency and not TAC interests.
a, aelectic & i g

i { i -0l lections into one
) e temnt .8 te oftice collechtions 10tG C
b. There has been mo atvempt to integra

centza ealiachion.

peen e civad.

e osrarhy

[ e and bl
c. h strong reference 2 i
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) 3

1" 3
ghiidzeiglatsajtlsfactory” is susceptible of many meanings-. The Task Team
ertiowiat dthe current policy and criteria are primarily inadequately
thot a11 g taI}d incompletely developed. Although it is not necessary
which etails be spelled out in written form, there are some practices
ch are sufficiently important to warrant official approvel or disapproval.-

a. Written and de facto standards.

(1) The broad selection policy, dated 50 Frbruary 1951, quoted on
page 11 of the Consultants' Report, is apparently the first
formal statement of its kind. Prior to that time, the Library
acquired reference works, by gift and purchase, concentrating
on the works necessary to the reference 1librerisn‘s trade.

The policy quoted was probably a summary of existing practices.
The next major paper on selection is dated 18 June 1956. The

2 October 1957 paper is a minor revision thereof. ©See Appendix A.
They are primarily reports on criteria and methods, essentially

a sumary of practices developed over the years. The CIA
Iibrarian's rebuttal paper on acquisition policy, cited in
paragreph II, B, 2 gbove also contains a broad statement of
policy. The major premises and principles of those papers

may be paraphrased as follows:

(a) Space and economy are 1imiting considerations. In addition,
there are important research libraries located nearby.

| ) (o) Reference works are selected on the basis of their pertinence
to the interests of the Agency, using as 2 guide generally
the subjects 1listed in the Intelligence Subject Code.

(¢) The collection of publications should be current and basic
and should cover as many areas of CIA responsibilities as
the Library has knowledge.

(a) Books for the general collection are selected on the basis
of established area priorities and specified subject categories

{(e) Emphasis is placed on all publications relating to +he USSR,
and the same consideration is given to the Satellite States.

(£f) Books on non-Bloc areas are selected to provide recent
significant studies and all standard background bOoks.

Fooks, the content of which is identified by subject and

g ’

not related to an aresa, are selected in relation to the
general subjects of the Tntelligence Subject Code .

(nh) New publications are selected by reviewing bibliographies,
library journals, and other selection aids; by scanning
book purchase orders; and by screening bocks received from

Publications Procurement Officers and materials received
from other internal sources. This is conventional library
selection technique.

0-0-N-F-I-D-E-N-T-I-A-L
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b (2) There are certain principles and practices which are not

b prescribed in officially endorsed policy. Although the AD/CR
apl?roved the criteria contained in Appendix A, +here is no
evidence that the standards described below have been reviewed

and approved by higher authority. The de facto standards may
be stated as follows:

(a) The Selection Officer does not choose materials in sO
called exotic langusges, that is, Oriental and other non-
Roman alphabet languages except Russian. In addition, she
selects only English language serials for the main library-.

(b) Acquisitions Branch procures all serials obtainable from
the USSR and Mainland China even if there are no particular
requirements therefor. The same is true for the rest of
the Bloc except that coverage is more selecktive for East
Germany and Poland.

(c) Acquisitions Branch provides FDD with the opportunity to
select publications in exotic languages to fulfill its
exploitation requirements.

(d) Substantial reliance is placed on important research
1ibraries nearby for "historical material®™ in fields covered
by them, but no consideration is given to the holdings
of other IAC agency libraries except occasionally State
Depaxrtment.

‘ ) (e) Area priorities are not adhered to rigidly and are sometimes
ignored.

(£f) Space limitations account for a rigid weeding program.

(g) Circulation Branch decides how many copies of & publication
to purchase pased upon prospective naeds of borrowers.

(n) The branch librarians make their own selection decisions,
1imiting the tranches to smwall reference collections.
They scan book purchase orders from components they serve
end also re-order annuals.

p. The selection staff needs more comprehensive and concrete guidance
from higher authority. Considering the uncertainities invelved, the
selection librariens appeer to merit comuendation for their performanc:
In order o constitute reasonable guidence, 2 statement of selection
standards should. contain certain elements. There should be:?

(1) A common understanding among the selection staff, advisers on
selection, end Library users of the Library's role in CIA, its
relationship to its users, and the quality of the collections

desired.

(2) A gefinition of what are Yourrent” publicaticns in 'c.ontra.st to
"pistorical” materials and what constitutes a "yive' collection

as a basis for weeding-

¢-0-N-F-I-D-E-N-T-I-A-L
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D {(2) A statement on how and to what eztent the proximity of fmgortent

research libraries is a factor in selection.

(L) Guidance on how much foreign language materisl is to be selected
for the main library. The number of vooks being cataloged in
English and foreign languages is about equal. 9Jnly aboub 22%
of the ook circulation is in foreign language.

(5) Guidance on when to shift subject and area emphasis, €8> to
areas threatened by Soviet infiltration.

(6) Specification on how or to what extent the intelligence Subgect
Code and various collection guides are to be nused as selection
aids.

(7) Formal delineation of the respective interests of the ILibrary and
the Registers with regard to materials of direct interest O
the Registers. Papers have been drafted at the selection working
1level but not officially adopted as policy.

(8) Provision for deposit of specified categories of publications as
part of the Vital Materials program.

(9) A prescribed method of regular follow-up on procurement orders
not fulfilled. The results of several attempts made so far
have been disappointing. This is a deficiency of the PPO system.

\D (10) A current statement of the aelection Officer's powers and
responsibilities, administrative channels o be used to achieve
the objectives of the program, and the distribution of functions

which are in fact distributed.

c. Formulations of selection doctrine tend to be philosophical or vague i
the same measure &s theories of intelligence. There are, also,

varying interpretations of the role and functions of CIA in the
intelligence cormunity. These, in turn, condition definitions of
the mission of the CIA Librery. There may be said to be three approachet
to the development of selection standards. A considered combination
of these approaches may provide best for the short and long-range
interests of the igency-

(1) present. method. The current selection criteria are intended
to delimit proad subject categories in terms of space and time,
that is, with area priorities and emphasis on vourrent’’ materials
The subject categories are refined by successive definitions
of the terms used.

{2) Liberal procurement. There have been in recent years annual
selection budgets for the wain library of §20 ,000-$25,000-
The library spends almost as much woney for salaries of personne.
angaged oOr assisting in selection. It may be false economy to
apply restrictive selection criteria.

¢-0-N-F-1-D E-N-7-I-A-L

Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6



Sanitized Co'py’Appréved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6

» . , -

i - ., X

€ =O-N-F-T -L-E~il-T-T A1, /b 9

(o) Roolan s . . ’ :
~&0 Hookanand periodicals are creaper than peopls. The cosi

ot & book is less then that of a ghort information report

even though the latter does not represent a dirset expenditure

by CIA. If one considers publications as simply another
form of intelligence materials, it seems parsimonious

not to procure in a liberal manner. Obtain for the
intelligence emalyst as wuch as he can use. The cost will
be a very minor portion of the intelligence collection
budget. ‘

(b) Both the U.S. and Great Britain publish only about 23,000
priginal editions a year. Of that number, only zbout
13,000 could have any possible relevance to intelligence.
Of the numper published in English, French, and German,

nly labout 25,000 a year could have any possible relevance
o intelligence.

(3) Analogy to intelligence requirements. The Library would develop

publications requirements for scheduled projects just as other
activities plan the collection of information. The method for
doing so is described in paragraph i, B, 3 above.

OCR has had no control over the amount of space allotted for Library

use. Space has been apd remains a limitation on selection. Books
seiected for the wmain library are ipso facto cataloged. Not all
items selected necd be cataloged and not all of them need be shelved
on Library stacks.

{1) There are methods whereby space can be used flexivily. iy
books could be retired to warshouse shelwving in Records Center
when relatively inactive. More specialized publications c=za
be assigned to appropriate branch libraries and collsctionsg

0

of Agency components and retired when inactive. Some pui inations
can be disseminated in accordance with requiremenis by Acquisitions

Eranch or treated as documents by Document Division.

{2) There are under consideration methods of reducing cataloging
costs, such as using Library of Congress cards and simplified
techniques otherwise. Materials purchased under a liberal
concept., for which there is no immediate need, can be withheld
from Library shelving until the need becomes apparent. In
example of such a need is the current increased 0OSI interest
in Soviet education.

The branch libraries are useful primarily as a chamel for ordering
books rrom the main library and as information centers for Library
faciliuies. Their collections of materials are inadequate as
reference .anters. Most offices perfer to try to scquire what they
need Tor their own office collections. More often than not, they
reh Libravies in tne ares.

prefer LW o spacialized

C-0-N-F-I-D-E-N-T-I-A-T,
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considered copree

{3) These independent coliections, based on substantial selfl

T b =10

standards 1 vrm o s
andards and pracrices on matters discussed helow ars

b and desirable.

The Library! -~
2 L1orary's mrioare fome : . s N

it oéfer$ étﬂ Bz}mgly function is as a service to 014 even though

WS Efulneae 1o CCEViCes to personmel of other IAC agencies. Its
ST 288 T 20y 3 . . . ) . . - - .

or;p T?u-\;to others is greatest when it is wost successful in

is'i”*}?& itself precisely to the needs and interasts of CIL. Tt

and ?tlfs Chér&Cter as the CTA Library thal it becomss identifiable,

18 particular values comprehensible, to the outside user.

Ipend _ o . .

;ﬁ.ﬁl&} book collections wmaintained by branches or higher components
Y various parts o Ag AZEY i i 1 asset

st rhpp 5 ;? th? Tgen?y_fggregate an important CIA dS?ﬁinA

o Lovhen are highly specialized, snd bezause they are waintained
y t@e user, self-interest inswres a jealous concern with their

continuing high quality.

(1) Wotable among such collections are severnl devoted to specialized
areas of science in OSI, the local geographic and directory
materials in CS/SR/6, and the biographic directories in OCR/ER.
The foreign language materials held in{::::::::::jﬁranch Library,

although a part of the CIA Library, are functicnally similar 25X1
to this group of special collections because of their very
close relationship to and their responsiveness to the

requirements of that Division. Although these collsctions 25X1
differ widely in the extent and intensity of coverage and in

other respects, they have certain characteristics in common:

The overall Agency infter=st in these materials is concenirated,
probably from &0 to 99 per cent, in the component maintaining
the collection. The amount of materials on the specialized
area covered is probably greater than would bhe warranted in
the CIA Library itself.

{2) These materials, however infrequently, can fulfill informational
needs of other Agency components. It appears that the more
complete knowledge the selection staff has of the nature, scope,
and purpose of these collections, the better assistance it can
give in suggesting titlss for inclusion in the collections.
Conversely, the more the reference librarians know sbout these
collecticons, the better equipped they will bz to refer to such
collections when other researchers seex information that might
be found in them.

interest of the maintaining components should be given some
Farm of official awxiliary status within the Ageney Library
tramewori. ‘This gstatus should carry with it the privilege of
receiving assistance from the selection staff on a continuing
basis. 1t should carry the obligation of servicing, assisting,
or onching the collectiong Loy athuy Agency personnel referred
to them by the reference ilibrarians on subjscts coversd hy
ench collootion, The r : bravians’ Knowlied i
collections comld vary f antal ng {the
collection is now i o A
statement of the scope an <

FOUS I S
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. T 7"““',» o s o L » ]
E :) »-LFI? the wain library, 1f thiz system is put in sfiect,
111: ¢ wnd should reduce duplication of titles in the wain
Libe nd i — . ; o .
ary and in the special collections to en absolnte minimue.

S A

“-r-‘h.:.-,“gugi{m:t *dly true, as the CIA Librarian has writben. that
TR ne way whereby an intelligence Llibrary can anticipate
what area of’ the world beecomes crucial overnight," and, he wight
ha.ve aledc:fd., subject matter too. In addition, it is not possible
?zraiﬁgslp\?tz aluays W‘nif-:h. particular publications wj:ll be_z 9i“ value
i . n interests or, }ndged, ToO procure those so identified.
fostrong reference and, bibliograghy collection provides the best
assurance, in so far as it is possible, for broad range of coverage
and catholizity of needs. '

C. RECOMMENDATTONS :
1. I% is recommended that:

a. GSelection standards be drafted that will cover at least the slements
described in paragraph III, B, 1, b ahove and be in consonance with
one or more appreaches to the development of s2lection standards
described in paragraph ITL, B, L, c above. {As suggested by the
Coordinator, the CIA Idurarian has been given an exiract of those
elements so that he way initiate immedistely the drafting of a
selection poliey and criteria.)

b. The de facto selection pratctisces desceribed in paragraph ITL, &, 1,
| D a {2) above be explicitly approved or disapproved.
c. Methods be adopted whereby space and cataloging manpover limitanicns
will not be severe restrictions on aelection.

d. Branch libraries ve abclished when ©The new building is occupieéd,
and their materials turned over o specialized collections where
such exist.

@. Specialized book collesetions maintained at Office Division, or
Branch level be cataloged or othervise described for the library
system so0 as Lo be available to other components thyough Reference

Branch.

Ty aponld the celecrion function be in Acquisitions Branch or Reference Branch?
sV DO e [SRSAE Ry

CONCLUSTON 2

+n function should ve in Refevence Branch, in order to:

Tpe seleot

ied

Library collechtions the ewpression of the Ml interests -

5.. Make the
af the Agenoy.

b Keep tne selection actiwity physicelly and organizationally close

o the réefereanss activity.
Ensure the effective g Aol s res Do and e lugehion w0 wmtarials

3

‘ / appropriate to the collections riins
intelligence documsnt channels.

C-0-N-F-I-L-E-N-T-1-4~L
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1vs procuremsnt. Punciion, thers: are sowe g tion

for eolnon bretormed by Acauisitions Franch waich weke it i

PO welewet e Beey | Nt - g
FelECRion o e placed in that Sraneh. There ave morea p2rsuasive
howeyer, for yetaining selection in Re

1. 7n adiiition to
activytiog

s agical

MRAzZOoNg ;
T erenes Granch.

. The seleciion

\ svoll off Refersnce Brancn and the personnel of
Ay tions Branch perform the following funchions respectively:

5o

(1) Selection stafr. T ideniifies, orders, and screens publicatlons
for the wain library; il searches the catalogs and bibliographic
tovls. Tt is curator of +the bibliographic collection, serves
@ Agency representative at the 1.8, Took Exchange, and renevs
subscriptions o serials for the main library. It helps weed
the general collection.

{2) hrcquisitions Branch. It has four roles: eracursment, of foreign
publiications for all departments of the Gowermpent; procurement
of a1l publications for C14: & reference facility for CIA with
regard to publicaticns in “ewoiis languages': and a branch
library foﬁ::::::]The Rranch algo provides selection assistance
by translating title pages in languages in which the selection
shalf has no competence.

25X1

b. Tne importance of the reference sitaf? wo selecti
in paragraph II, B, 4 above. It should ve possivle I
individual user to discuss his needs with the selsciior
a normal part of reference service. In addition, the
librarians constitute an adjunct sel=etion stefl by ser
assigned selection aids. .

14
The Tlow of incoming documents contains some materials which may

he appropriate for selectlion. The gpressnt practice is to lay
aside thoze materials at the Point of entry for examination by an
assigned member of the selection staflf. It is essential that they

o

he sereened promptly so as not to delay dissemdnsation. This can
he done most expeditiously by proximity Lo the point of entry.

¢.  RECOMMENDATION -

ft is reccawmended that the selection funetion rewain in Reference Branch
and that toe linguistic and bibliographic capabilities of Acquisitions
Branch conbini: Lo be ukilized by the Selaction Officer.

Attacnments?

kﬁ}n pendlx

Appendix B

ns Selection Poticies of the o)

Tasik Team Frame of Referencs
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2 October 1957

MEMORANDUM FOR: CIA Librarian
THROUGH : Chief, Reference Branch

SUBJECT : Selection Policies of the CIA Library.

The revised report on the criteria and methods used for the selection of

books for the CIA Library is submitted for your information.

25X1

Chief, Selection Section

C-0-N-F~-I-D-E-N-T-I-A-L
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30 September 1957

CRITERTA FOR THE SELECTION OF BOOKS FOR THE CIA LIERARY.
INTRODUCTION

The i .
to be addggl%gwiﬁg g§£0£§bw111 discuss the policies used for the selection of books
Years since the Librar ibrary. Most of these policies have evolved over the
needs of the Agenc ry vwas started and are based on a practical approach to the
in the Washington Z: with thg due consideration to the wealth of library resources
herd end fast. p ?ea: .It 1s acknowledged that these policies cannot be considered
- Flexibility must be admitted to allow for changing needs and interests.

servif?: f;iigs of interest of an inpelligence agency are so diverse that a library
N g én agency c9uld conceivably add almost every new domestic and foreign
P flcatlon to its collection with the expectation that eventually all would prove
?se ul to someone. That, of course, is impossible. The Library has limited space
or sto?age of.books; woney is always a consideration; and important research libraris:
are available in the area. Limitations have had to be imposed. The primary emphasis
has.been on the collection of material on the USSR, the Satellites, China, and
perimeter areas in the fields of interest to the Agency. Secondary emphasis has
been placed on the collection of material on the subjects of intelligence, espionage
and scientific warfare. Other subjects will be discussed in the body of the reportn,

SOURCES

New publications are selected for the Library by checking the book notices in
the stendard foreign and domestic bibliographies, library Jjournals, publishers’
catalogs, and other selection aids. The Selection Officer and the Assistant Selectio:
Officer check all English language publications. Foreign language publications are
checked by the language specialists in the Information Section of the Reference Branc
A list of periodicals regularly checked for new publications follows:

American Documentation

ASLIB Book-list

ASLIB Information

Biblio

Bibliografis Hispanica

Bibliografiya Jugoslavije

Bibliographie de Belgique

Bibliographle de la France

Boletim Bibliografico Brasileiro

10. PRoletim Bibliografico Mexicano

11. Bookseller

12. College and Research Libraries

13. Dansk Pogfortegnelse

1L. Deutsche Nationalbibliographie (Series A)
15. Deutsche Nationalbibliographie (Series B)
16. Journal of Documentation

17. Knizhuanaya letopis

18. Library Association Record

Library of Congress Information Bulletin

o

iO@-QO\\n-F‘WF\)I—'
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. 3 s }J'f.brm*y 21 Congress Qusr
e =+. Library Journal ;

22, N(?W Technical Rooks
23. Nieuwe Uitgaven in Nederland

2k, Oesterreische Bibliographie

25. Public Affairs Information Service Bulletin

26. Publishers® Weekly

27. Retail Bookseller

28. Schweizer Buch, Series A

29. Schweizer Buch, Series B

30. Special Libraries

31. Stechert-Hafner Book News

32. Subscription Books Bulletin

33. Svensk Bokforteckning

34. Technical Book Review Index

35. UNESCO Bulletin for Libraries

36. Weekly Accessions List, Department of State

37. Wilson Library Bulletin

terly Journal of Current Acquisitions

All Agency book purchase orders which are received in the Search Unit are scanned
daily by the Selection Section for titles of interest to the Library. Books ordered
by all offices of the Agency are examined and screened for cataloging in the Acquisitic:
Branch of the Library by the Selection Officer and the Assistant Selection Officer.

In addition, analysts and other readers are encouraged to inform the Selection Officer
of publications which they recommend for the Library collection. 25X1

Many books come to the Library constantly on a 'no-order" basis. Much of the
9 foreign language meterial is| \

\ |screened every week by the Selection Officer
who spends a day\ \for that purpose. Enclosures to documents are examined
daily by the Assistant Selection Officer for publications which should be cataloged
for the Library. In addition, much material is received from the Map Library, the
Branch Libraries, and the Book Desk. All of this is searched and screened in the25x y
Selection Section.

II. REFERENCE AND BIBLIQGRAPHIC COLLECTIONS 25X1

The Reference Branch endeavors to maintain an up to date collection of reference
works to provide facilities for bibliographic and information research for the Agencg‘r.
Reviews and announcements of new reference publications are usually found in px.'ofessm:'!a,
library journals and in publishers' trade a.nnom}cements. The basis_for selec’c-}on of
new reference books is their pertinance to the 1n1‘;erests of_CIA, using as a guide
generally the subjects which appear in the InteI.Lllgf.-nce Subject Code. The Reference
Collection provides the following types of publications:

A. Bibliographies. The Library places emphasis on providing both genera} and

:ial bibliographies, national and trade bibliographies, index and abstracting
speC} s. accession lists, lists of dissertations, etc. Files of these are bound
serv?(ce;,in the Biblicgraphic Room. Back issues and missing issues are procured
:ﬁzn zgssible through the United States Book Exchange.

2.

C-0-N-F-I-D-E-N-T-I-A-L
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ol Wost recé}?rTir:"~--iﬂ4‘;aﬂ.9§.}5ﬁe The Library provides as far as possible the
CB oo SAtions of the Tollowin ’

and yearbooks : g types of domestic and foreign directories

General place directories

?elephone directories

vpecialized directories of subjects or classes >f people
General trade directories

Specific trade directories

Directories of societies and institutions

Directories of telegraphic addresses

C. Encyclopedieas.

The Libra:ry provides the standard general encyclopedias
both foreign and domesti :

¢ and the specialized encyclopedias of interest to CIA.

D. m:i_.e_so The Library provides an extensive collection of dictionaries.

The emphasis is placed on bilingual dictionaries from the foreign language to English.

Howe:ver, monolingual and polyglot dictionaries are also provided. DPoth general and
subject dictionaries are procured.

E. Biographical Reference Works. The Library provides both foreign and domestic
Who's Who publications of a contemporary nature.

F. Material about Libraries. The Library provides publications relating to
libraries and to library science. This includes all new publications relating to
auvtomation in the field of data processing.

‘) G. Treaty Collections. International and various countries, old and recent.

IT.

25X1

GENERAL COLLECTION

A. The books in the CIA Library are arranged by area and subject and the approach
to the selection of books to add to the Library is also by area and subject. The
areas in order of importance are: USSR, Satellite States, Communist China, Middle
East, Southeast Asia, Western Furope and the British Commonwealth, Africa, North
and South America, the Arctic and Antarctic Regions. 25X1

Emphasis is placed on all publications relating to the USSR. Books in English
on all phases of Russia's history, development, economy, science, culture , and
olitics are purchased. Books in the Russian language which are screened
are considered from the point of view, so far as can be ascertained, of
the Agency's interests. Recent technical books, collections of sgien@:ific papers
by academicians, books on industrial ma.nagt.ement{ agronomy, communications ’
meteorology, mining, regional tra.wel{ Russian history, g?ography, automobiles,
tractors, locomotives, construction ?nd.ustry, weapons, civil defense, nuclear energy,
laws, guide books, etc. are all retained for the Library. Books not added to the
bra have included books of a purely theoretical nature (such as an elementary
LlPraryk of physics or chemistry), books on archeology, art, descriptions of other
teﬁt?o?es 1iterature of other countries, some but not all agricultural and medical
;gounk:rltec’:hnological books on subjects not of major interest to the Agency (i.e.
b4

meat packing), and novels.

The same consideration is given to the Satellite States and to those publications
@rece ived from them.

r;,

..3..
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Looks on othe s i ’
+“~,,~: &Ll recent o gnégcariau 1n.the world are pucrchased with the idea in wmind of having
5 Naturally, rnc;re boolin studies and all standard background hooks on those areas.
other arens o S are considered for the presently disturbed areas than for

’ no country should be entirely neglected.

fore%ez:gig;ﬁneiienoted h?re' Since tlfxe major interest of CIA is in the field of
or the current go X ]’_ tl?e Library has not selected books on the domestic politics
important and in 210 oglcal scene in the United States. Many of these books are
and it i emand. When requests have multiplied for a book of this nature

S not feasible to borrow it, the volume has been purchased.

purcl?e;.stejgt;ilﬂble inception of ”ghe Historical Intelligence Collection the Library
evasion and ooks on the subject of intelligence, espionage, guerrilla warfare,
o th escape, and cryptography. Most of the wolumes have now been transferred

0 the His1.:or1cal Intelligence Collection and now titles are selected by Mr. Pforzheimer
The Selection Section notifies Mr. Pforzheimer of such titles which it may find.

C. Other subjects.

The general subjects of the Intelligence Subject Code are considered in
ordering books for the Library. The Selection Section tries to purchase books of
merit with some lasting worth, excluding the trivial and ephemeral. It is not possible
to list here every topic upon which the Library purchases books. Some points will
be noted about certain topics.

In the field of political thought books on Marxism and Commmnism are emphasized..
= Books on international organizations are important and useful.
e, Books on the armed forces of foreign countries are purchased. The official
United States histories of World Wer II are selected but not the unit histories.
The memoirs of the more important general officers are included.

All books on the phases of scientific warfare particularly foreign books
are desired. Guided missiles is presently a subject of interest.

Most scientific books of a highly technical nature ere ordered by the offices
of 0SI and by Branch 5. The Library confines itself to certain reference books and

general scientific works.

The Library is interested in economics in general, commodities, commerce,
labor, finance, and all phases of economic conditions in all countries. This is
a major field of interest and is emphasized for all countries.

In the area of languages, the Library confines itself to providing a good
supply of dictionaries. There are a few grammars, but most publications of this

nature are in the Office of Training.

Fiction is purchased sparingly. There is a collection of spy stories )
now added to by Mr. Pforzheimer for the Historical Intelligence Collection.
onal novel of intelligence significance is purchased. Recent examples
Beauvoir's The Mandsrins for its depiction of the appeal of
French intellectual and Vladimir Dudintsev's Not by Bread Alone
+ upon the Russian reading public.

which is
An occasi
include Simon de
Commmism to the
for its startling impac
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Travel books are

£ burchased selectively. i
ti‘lle Presses every year that g fairl stroryx So many books of this nature come from
e best and most re ¥ g

. hand must be maintained to include onl:
Presentative of this type of publication. d

Books in the fie
generally purchased,lds of art, literature, music, religion, and philosophy are not

All bo i ;
books ana Zﬁ:h‘;?;cgreare written by t.?mployees of CIA are purchased whenever such
COnsidaIerlation, known. In this case the subject matter is the lesser
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ke J TASK TEAM FRAME OF REFERENCE

1. The Task
by the Cogzaulfthas ‘not attemp’?ed to address itself to all of the statements mzde
concept of la-ntE: on selection. It is assumed that what is desired is a sound
election and not a judicial finding. The following comments will

expl
Rgoi-jén the Team's frame of reference, especially as related to the Consultants'

a. The Consultﬁnts' Report speaks of "book and document selection" and a selection
policy for “all types of intelligence material." Those terms have been
construed to refer to books and overt serial publications in their
characteristic of being merely distinctive forms of intelligence materials.
Despatches, information reports, and other intelligence documents have been
excluded from consideration because they represent a separate, complex problem.

b. There has been no attempt to investigate thoroughly the adequacy of OCR
cc?llections. This would entail an intensive evaluation of many individual
titles. One can say, however, that the Library collections, augmented by
Individual office collections and research libraries nearby, are probably
adequate. The Consultants used a sampling method of comparing the number
of titles purchased versus the number of titles listed in the Cumulative
Book Index.

c. There has no attempt to estimate the budget required for an expanded selection
policy. The Task Team Six is directly concerned with fiscal policy. This
Team has discussed with Team Six various aspects of publications budgeting
} )‘ including the implications of increased selection. Team Six will discuss
; various selection premises and related costs; it has suggested that there
is enough woney available to double the amount of selection for the Library.

d. The Consultants recommended in paragraph 23 that selection be placed in
Acquisitions and in paragraph 32 that it be placed in Reference. These have
been construed as alternative proposals with the intent that the activity
be integrated with related functions.

¢-0-N-F-I-D-E-N-7-I-A-L
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SECRET
F“’\) CENTRAL INTELLICENCE AGENGY

OFFICE OF CENTRAL REFERENCE

ACQ-OPS _ TASK TEAM REFORT NO. 5 TTR/5

21 February 1958
MEMORANDUM FOR: Assistant Director,

SUBJECT:

Central Reference

Final Report on Acquisitions Branch - Cperations,
Task Team No. 5

1. Membership

‘ Special Register, OCR
CIA Library, OCR

CIA Library, OCR
\ Special Register, OCR

2. Method of Task Team Operation

a. The Task Team studied the Library Consultants® report, the
}:;:> Livrary's rebuttals, and other materials available tc the Task Team.

b. ©Specific areas of examination were assigned each mewmber of
the Team.

c. Task Team topics were clarified and redefined, as necessary.

(p. TIR/5-4)

d. Orientation tours were made of all branches of the CIA Library
and detailed discussions were held with nuwerous Library and Document
Division personnel.

e. Two visits to the State Department Library were made for
purposes of comparison ... principally in connection with the Consultants!'
charge that work output in the Acquisitions Branch, CIA Library, is
below standard.

f. Task Team papers were prepared through individual and group
effort.

3. Summary of Recommendations

a. Implementation recommended now:

(1) All "search” activities requisite to procuremeul
purchase action should be transferred to the Acouisitions

) Branch, CIA Library. (p. TTR/5-10)
SECRET
| - ) " ’ Lo T
8./ . . >
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TTR/5-3

b Summar-
. ATy of Findi ,
L OF Fiodings  {not requiring recommendations)

&. The basis .
employee*?: Ezzf‘”tﬁ'f _the Consultants® charge that work output per
the Acquisitie ;SB?naard. in the crdering and receiving activities of
vHsitians Branck, CIA Library, is invalld. (p. TTR/5-21) 25X1

vacThiq%nfent of the Consultants® recommendation that the
fulfillégubwlt"ons Branch, c1a Library, be reduced in size has been
€% by subsequent reorgarizations. (p. TTR/5-33)

\
,/Thairman
Tagk Team No. 5 25X1

Attachment:
Final Report Task Team No. 5
Arnsndices A through F

SECRET
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25X1

'tionAazslgchfftE?gsu}tant recommendation, however, mentions the dissemine-
£o the A i8tribution processes: "Transfer the_dissemination function

u ¢ Acquisition and Dissemination Divieion /and/ the distribution
function to the Administrative Division ,.." (page xxx, Consultants;
Teport). This recommendation relates primarily to the Document Division
rather tlgan the Acquisitions Branch and is listed by the Consultante
with their other recommendations on the Document Division. The recom-
menda‘?ion does suggest, however, thatthe dissemination and distribution
functions of the Acquisitions Branch, might, under the Consultants'

Proposed reorganization of OCR, be combined with counterpart functions
of the Document Division.

In view of this implication and the anticipated needs of Task
Team #17 (OCR reorganization), the OCR Task Team Coordinator changed
Topic #4+ of Task Team #5 to read:

Define the dissemination and distribution functions of
the Acquisitions Branch and the Document Division and
study the feasibility of merging like functions.

L4y
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TOPIC #1

A@qui.ﬁri.tima Branch functicns overlap
those of the Reference and. Circulaticn
Branches,
=rabudes

METHOD

The Congultants were largely inexpli

- it in defining which Acquisitions
Branch functions overlap those of the Refe

c
ferencze and Circulation Branches.

The Task Team, accordingly, undertock to determine the areas of overlap.
We found that Acquisitions Branch fanctions may be considered to overlap
those of the Reference and Oirculation Branches as follows: (1) 1ogging
in of pericdicels, (2) servicing requests for information, (3) searching
for bibliograpbic and purchase data, {47 eirculesing books and periodicals,
(5) maintaining bcok and zerial e¢ollections, {6) procuring intelligence
publications, and (7) selecting for the Library ccllection. Each of these
overlapping functions is discussed below with the exception of selection,
which is being covered by Task Team #4.

Tt should be noted that, early in its study of this topic, the Task
Team found it necessary to distinguvish bebtween cverlapping functions and
+ ~#) duplication of effortsz. The Task Team fewmd that functions may and do
overlap without necessarily invelving duplication of effort.

POINTS OF OVERLAP

25

1. Iogging in of pericdical

The Domestic and Dissemination Sections, Acquisitions Branch,
log in all periodicals procured for the Agency through their respective
channels. This receipt logging permits Acquisitions Branch to know what
it has received ~ and not received - and also provides simultanscusly

the distribution symbol for the office to which each item is t¢ be sent.
These logs are kept in the Stadium

The Information Section, Reference Branch, logs in all periodicals
forwarded by The Acquisitions Eranch to the "M" Building Library for
Iibrary retention. This log is maintained so thadlzv the Reference and
Circulation Branches may resdily know what periodicals the "M" Building
Iibrary has received. Approximately 600 subscripti?ns are currently-
received by the main Library. Map:y‘ of these are daily, weekly_? or bi-

eekly publications and thus require several thousand log entries each
o} y Approximately 30 man-howrs per montk are invested in the main-

th. L L . : .
E‘Zﬁ;npe of this log by the Infurwaticn Section. This log is kept in "M"
Building.
.
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FINDINGS

a. Both overiapp . 5
. viloverlapping function and duplicaticn of effort cccur i
the above procedure, O Re diplication of effort cecur in

b. Ths logs kept by the Acquisitions Branch would satisfy the needs

of the Reference and (iw S o - .
Branches? frence and Circuwlation Branches if r«adily availsble to thess

Ie) . 4 N o - PR
are ]; So J”.ong a8 the "M" Building Library asnd +he Acquiszitions Branch
¢ housed in separate bulldings, however, these Auplicate loge are
deemed an operational necezsity.,

RECOMMENDAT' TGN

The pericdical log currently maintained by the Information Section,
Reference Branch, should be discontinued when all Branches of’ the Library
are located in a single building in close proximity to one ancther.

(Once the Library Branches are so collocated, the Central Serials file
recommended below /page TTR/5-8/ would make the present double =logging
of seriale unnecessary, ) ' )

2. Servicing Requests for Information

‘_‘ . ) The Information Section, Reference Branch, iz the Library ccmponent
i charged with arnswering questions of all types placed by Library patrons.

The Domastic, Forelgn, and Disseminaticon Secticns, Acquisitions
Branch, nonetheless, quite often service information questicms relating to
their areas of particular responsibility. iblicgraphic, receipt and
distribution, and occasicnal research questions are answered by the
Acquisitions Branch. These questions may be placed directly by the Library
patren or they may come to the Acquisitions Branch through the Reference
or Circulation Branches., There are several hundred such questions answered
each month by the Acquisitions Branch. oEx1

The Domestic Section and the Acquisitions
Branch, possess a good many bibliographic tools. These tools are necessary
to the Acquisiticns Branch in that they must ascertain that the biblicgraphic
data on purchage crders, operations memcranda, etc,, are complete and
correct. These Acquisiticns Branch components therefore have the capacity
to answer many bibliographic questions. Fatrons who have been dealing with
these componentsg on acguisition matters sometimes placs requests for biblio-
graphic information dir v with them, even though such data could often
be obtained through the information Section, Reference Eranch.

Similarly, the receiph and distribubion recurds maintained by the
Domestic and Disseminabticn Sections snakble The Acquisitions Branch t¢ answer
questicns on Agency receipts and digtributicn ... most of which could not

be answered elzawhears .
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inn of foreign periodicals and books

Ly the \elemen-rs together with
siags potentials »xesult in a reference

of the Information Section, Reference
=merts can and o answer sare substantive or
through seapche

1. CEOCiE and
-’L};ab.,.ll.'.,J which supplsosn
Jranch. The

t3 are usually placed directly by Library patrons.
ween the Reference and Acquisitions Branches to
zf effort is normal in these cases, however.
FINDINGS
Mpst of the requesis for infremabtion answered by the Acquisitions
Branch concern ; hions Branch special compehence.
Althongk it iz true that, a gond numbsr of these reguests could be

handled by the Reference Eranch, it iz very rare that both the
Acquisiticns Rranch and the Reference Branch undertake to snswer
identical aszpects of any _"ven request. There is, therefore, duplication
of funchtion hﬁewe bub ne significant duplicabion of effort.

RECOMMENDATTONS

Sc long as the components of the CLA Library ave housed in separate
buildings, we feel that efforts o consclidate the Iibrary's servicing
‘ ) of requests for infrrmation must remein partial at best. At the time
+hat all Branches of the Library are located together, however, we
recommend that:

a., The 'rospvnsi'bility for answering all reference and
bibtlicgraphic questicns be placed with the Reference Branch.
{Questicns cn the reo 2ipt and distribution of serials should
b; handled as indicated in recommendstion b below.} T
language ccmpethence of the Reference Branch staff snc;u, L4 be
extended “o inzluds Oriental languages.

b, A Central Serials unit be esbablished, under the
jurisdiction of the Asgr tiong Branch, to maintaln central
renords of serial reseipss apnd distri bu+ icn. This Central .
Seriale effort should als: spelude "standard distridbubtion items” -
shems 1s@ ,L;:a_ ty Feberal Agencies oh a recurring basis and for
which distribution is alveady fixed. All questions corcerning
Agency sarﬁa_{_ receizhs and distribution acticns should be answered

by this Centzal Serials unit.

,.

Searching for Bivlicgraphic and FTurchase Data

3.
areh funetion is considered to
;Ang for bibliographic identifi-
; ”; and {3) searching for purchase

tem is "c:':,n be purchased, mail

Frooe The ‘pu'r"pc =
comprise ’ghr'ee g

auif*n;: ’?'*’ .:

information TL., oy
gdldress,
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The CGirculatden T .
with the sea?&huﬁt??:k? Branch is the primary Library component cherged
This Branch is e Action for all incoming purchase and loan requestes.
< AS Engaged in all three of the types of searching indicated

above. "Availmbiliper o
° 11& i ll‘Byw searchi .- . .
S s o ggarching does not rlap with sctivities o
Acquisitions Branch, beweon 2 not overlap with sctivities of the

In ¥ SR8 of Sonvee! ;

Acquisitinp;hgwcﬁsg Ol searches made in support of +the Domestic Section,

covers both ta;anghy“the searching performed by ths Girculation Branch
“ the bibliograzhic ldentity and purchase information types of

searching and. is, by intent, complete.

Branch ¢ >t attenpt conp hi

'urchhcdoes+?hw au?vmyﬁ curplete searching of edther biblicgraphic or 25X1
P 5 afe”daJaa Thisg circumsiance results frow & rreference

an ?bllltybta do much of its own searching through uvse of its gpecial
bibliographic tools and langusge competence,

In their s +oaf yead : . '
thelr support of +the Foreign Section, however, the Circulation

The Acguisiticns Branch is engaged in hiblicgraphic and purchase
date searching as foliows: )

Domestic Section

Approximately half of the purchace requests serviced by the
Domestic Sacticn are handled via the cashe-procursment mechaniem.
wﬂi> No additicral searching is required c¢n these items.

The othsy half of the purchaze requesits received by the
Domestic Section, however, are handled by means ~Ff standard
purchase order forms and memcranda. The Domsstic Sechticn reviews
all such purchase requests for accuracy and completeness of
data and Iinds it necessary to re-searcit an estimated 10 to 15%
of these oiders. Changes effected normally lie in the area of
purchase data, as defined above. Because iutg biblicgrapbic tocls
and ths ewperience of ite staffl are crisnted bLowards purchasing,
it is entirely normal that this Section s A be hest equipped
to recognize and correct deficiencies ; 2 raquest data
as recsived by the

He P

Foreign Sectiin

Recause ge competence,
mach of +“he & = of forelgn materials
is performed by %ns Foreign Section, ... parvicularly for Rugsian,
Chinese, Japaness, aud Avabic items. Thie Section rsviews the
identification data on all items processed and does engage in

2yial and/or supplementary Searching. It iz estinated
. : . by this Section

congiderabls 1
that & lesst half
require addition &
personnel.
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FINDINGS

the ggggeg:pi;faﬁlzh of function and duplication of effert exist in

of the seé_;;o&‘;,efq%:m@m; :JI this search activity. Although a good deal
that done by E’hﬁ g;?:ﬁz "h== ./gc:quis:mipns B:fanch iz 3uppl ment-?ljy to
evidence of duplicﬁt:'i.orl gﬁozf’fif’?ciy ther;hllsAnQ???h?a canl‘c.ef“able
responsible for the on o & crt here., .._e cqmsi .,2..h..‘-ns'nBz“anch is
and memorarde "“i‘“u %:,a:,mac..y :.:md completeness of its purchase orders
the mcondn e L - & mlbtakewls made, the corrective acticn falls vpon
ne acquizitions staff. It is to be expected that thelr knowledge of
current purchage channels and prices be supsricr to that of the
Girc:ulation Branch or sny obther element nct actively sngaged in the
purchase function. ’

RECOMMENDATIONS

a. Sericus consideration should be given to the transfer to the
Acquisitions Branch of all searching activities requisite tc purchase
action by that Branch. The Task Team feels such a transfer would
eliminate the duplicaticn of search effort inherent to the present
arrangement. The Task Tesm further feels thah such transfer wight
be effected rrior to the anticipated collecstion of all components
of the Library.

‘; ) b. The task of disseminating purchase regueste to tha various parts

of the Acquisitions Branch as well as tc other coopenents of the Agency
(OO/C ; OL, etc.) may, it would seem, satisfachtorily bs left with the
Circulation Branch. However, purchase request routing instructions
should be checked for correctness and currency and then typewritten
(they are now in semi-legible longhand) so thet thess instructions can
be more readily used by Circulation Branch persommel engaged in this
dissemination activity. (If, in practice, it should prove that the
Circulation Branch cannot properly disseminate these purchase requests
withcut becoming invelved in the ssarch process, this dissemination
function should be transferred to the Acquisitions Branch. )

4., Maintaining Book and Serial Collections

The Circulation Branch is the pr:}mary component ¢f the Library charged 25X1
with the msintenance of book and serial (pericdical and ne: 'spa.per) collections.

25X1

The Acquisitions Branch, however, doas maint-a:’in‘
the Librarv's collecticns of both Ox"i.ex}tal books g_md .f\:qr-e:ign se?ialz-:: In
addition,‘ a collection c»f_f‘o::'elgx:i bovks received in response
{uo pre-determined Ais® vibution) and which have not
[ |for inclusion in their respective collec-
{The latter collection is termed the “Reject Book Collection" by the
¥ Y Alss, the Domestic Secticn, Acquisitiong Branch, main.
lerock” collectiom of English Janguage bocks for order-filling

to guide-type requireng;n':;s
been selected by the Yibrary
tions. :
Acquisitions Branch. }
tains a small '
purposes .
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the R& 'e(l't Sk s . .
Findiné b Bock Collection, and the Poreign Serial Collection {c¢.f.,

Collectigns“imznediatc-:ly below) is duplicated in the "M" Building

iy 1 25X1
EIH"" AEP{ ozimately 20 Russian serials are held
use | f Bullding. “M" Building has found these particular Russian
rials of such value as +c require copies close at hand. 25X1
du c. F oreign language bibliographic materials - in large part
uplicative - are kept at both buildings. These materials are necessary
to the functions performed in both buildings.
d. There is, of course, duplication of function in the caze of
each of the sbove findings but no seriocus duplication of collections.
e. Duplicate catalogs on Orisntal beooks received since 1953 are 25X1

kept at both "M" and

o

f. The g-orienﬁal Bock Collection,; Foreign Serial
Collection, and Reject Book Collection appear excessive in size for their 25X1
value and the use made of them. The Domestic Section Collection serves
its intended purpose but it, also, can be reduced in size.

RECOMMENDATIONS

sC)

a. When the GIA Library htecomes centrally housed, the Oriental
Book Collection and the Foreign Serial Collection, as then constituted,
should be incorporated into the main Library holdings. This merger
will, of course, eliminate the question of cverlap in these ccllections
and will obviate the need for the duplicate card catalog on Orierntal
Books now kept | | 25X1

b, The recommendations which follew are essentially gratuitus in
that they do not fall within the scope of the present topic. They are
recorded here, however, as of possible interest tc OCR managsnment.

{1) The Oriental Book Collection sheuld be reduced in size, &
very substantial rediction of this collection CC_)‘-.;llf'_ b? acc?mprlz.she:
without sericus impairment of services ?hrw:)txgh ~:ﬂ11spos.1ng of the
c. 18,000 japansse pooke received from the Washington Documsent Ceater
These Japacese books are very rarely usedl.

{2) A reduction in size of th? Fore:ign Serial Collection may
eventually be faorced by considera'tw_or}sn‘ of space; MALPOWET, gn:xdvpr'o-
curement; costs. The Task Teaz_n accoramg}y fga]ﬁ.s “some selc-...c*‘cu:;it?;,ru A
on Russien and Orisntal serials (all such r‘&\:e,L.p*:s ) are nou ma;.nLamed
in this collection) might prove advantageous. It is J‘-?zca:m?ended
that users of thig collecticn be‘ aﬁm‘d T") suggest‘ t-o_ Lne ul‘br'ax.“;;{'

Consideration should alss be glven to greater

-ae of curtailment. 2 i ale given
g‘:;?nde!;cﬁ upon the serial holdings of the Library of Congress.

SECRET
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Present CTA holdings wof . _
laisi?P ;?A ?Olalnés T Russian and Furopean Satellite seriale are
gely duplicated at the Library of Congress. Retirement after a

fa 2 . ~ N e - i
1xed pericd of time of GIA serials now maintained in depth might
also prove feasible.

(3) It is recommended that competent personnel be sent from
?onsumer Offices to screen materials in the Reject Book Ccllection
1n.accordance with their respective needs. Materials selected by
this scrgen should be given the requester on an expendable basis.
T@e remainder of the Reject Collection should be sent to the
Lib?ary of Congress for disposition. This screening by other
folces should be repeated periodically as the collection rebuilds
in volume. Disposal of new receipts via the Library of Congress
should be delayed long encugh to cover most requests from consumer
use of the Russian Book List.

(h) The Domestic Section Collection should be reduced in size
by transferring all items carrying cali numbers either to the main
Library collection when space becomes available or tc the Library
of Congress, as appropriate. (The Domestic Section Collection

- would then be composed of "sterile", hard-to-get, and high interest
extra purchase items.)

5. Circulating Boocks and Periodicals

:> The Book and Periodical Unit, Circulation Branch, is responsible
for circulating Librarybooks and pericdicals and maintaining charge records
on items loaned.

The book and periodical collections held by the Acquisitions Branch,
however, do involve the Acquisitions Branch in circulation and charging

) 25X1
activities as follows:
) 1 sed | been cataloged
If the book requested has notu loged,
, k to the Catalog Section, Acquisitions Branch f?r
fo§w§§2inghe ?Egception: uncataloged Oriental books are sent directly 25X1
catalo o —

SECRET
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to th .
item :-aga:ron") A notation on a 3x5 card, however , showing where the 25X1
the book >ent and the date is made | | After cataloging,
tl'le‘ oty 15 sent to the Circulation Branch where it is charged out to
patron through normal Circulation Branch procedures.

DomesticRggu?ts for books serviced by the smell collection held in the
and the matc 1on, Acqulsrclor.ls Branch, are normally requests for retention
Tn th erials are sent directly to the patron on an expendsble basis.
n those cases, however s When Domestic Section materials are circulated

on an accountable basis, the items are sent to the Circulation Branch
for charging and delivery to the patron.

FINDINGS

It is true that the Acquisitions Branch is engaged in the circulation
function; duplication of effort, however, is not an important issue here.
The only facet of this functional overlap which might be construed as
duplication of effort is the 3%5 .card:file .ciréulation motatibns made by
on books cireulated from the lcollections. 25X1

RECOMMENDATTION 25X1

When the Library elements have been collocated in one building, the

circulation and charging of all books and periodicals should be handled 25X1
by the Circulation Branch. (The 3x5 card file now maintained
D [ hwill be unnecessary vhen this move takes place.)
’ 25X1
6. Procuring Intelligence Publications
At present the following OCR components are engaged, as indicated,
in the function of procuring intelligence publications:
a. Circulation Branch, CIA Library, is responsible for the procure-
ment of documents on an ad hoc basis from the State Department and
the Air Force. It is also responsible for procuring certain| | 25X1
docunents
o | ‘ 25X1

b. Acquisitions Branch, CIA Library, is responsible for the pro-
curement of Defense Department manuals, handbooks, technical publica-
tions, etc., available through the Defense Department and/or the

Government Printing Office.

Document Division is responsible for effecting changes in

C. . . s
requirenents for documentary series and servicing requests for CIA 25X1

meterial | ]

d. Liaison Division is responsible for procurement of publications
from J;he Army, Navy, and non-IAC agenciles.

SECRET

| | .
~ Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6




SECRET
.y TR /515

of the Iggr;;yegi%:nt tﬁ?t the fu?etiongl overlap between these Branches
eventually be ree : compass of this Task Team's responsibility) must
Library context 20 -Ved“vl,'thln an Office.wide context rather than a mere
be - gt L. Considerable study has already been - and continues to
glven this problem by the top management of OCR.

FINDINGS

In that both the Acquisitions and the Circulation Branches are
engaged in procuring publications from the Department of Defense an
over%ap in Tunction clearly exists. However, there is little, if any,
@upllcatlon of effort here in that the types of Defense Department
1ssuances to be procured by each are clearly delineated.

RECOMMENDATIONS

The Task Team, inescapably, thought about this problem to some
degree outside the limits of its responsibility - i.e., within an OCR-
wide context. The following recommendations result from a no more
than general examination of this problem but are given here for what-
ever value they may have:

a, The number of components engaged in the procurement function
should be kept to the minimum.

";) b. The Document Division should handle both the initial proeure~
ment of government serials and changes in the numbers of coples
ordered.

¢. All procurement involving the expenditure of funds should
be carried out by the Acguisitions Branch, CIA Library.

4. All procurement not .involving the expenditure of funds X
should be centered in one OCR component... except as noted in b

above.

e. As a transitional measure, the following is recommended:

(1) that the Inter-Agency Unit, Circulation Branch, be
transferred {personnel and function) to the Liaison Division
to serve as the nucleus of a central procurement unit;

(2) that procurement functions now carried out by the
Liaison Officers be transferred, as feasible, to this central
unit;

(3) that this unit, at the time all nonfexpendi?ure OCR
procurement has been consolidated in this unit, be flnally
assigned as most appropriate within the OCR structure as it
exists at that time - preferably %o that component charged

with the over-all acquisitions function.

SECRET
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TOPIC #2

The work output for ordering and receiving
activities in the Domestic, Foreign, and
]?issemination Sections, Acquisitions Branch,
is below standard,

SOURCES OF INFORMATION

Consultants' sources: 25X

1. A letter dated 10 May 1957 | | Ass’'t Chief, 25X1
Library Division, Department of State| |

{Appendix A). 25X1

25X1

3. A paper titled "Work Load Categories of Publications Procurement
for CIA", dated 7 May 1957| 25X1
(Appendix C).

Additional sources: (Utilized by the Task Team)

\3 1. Acquisitions Branch Monthly Reports for Fiscal Year 1956.

2, Data on foreign and special procurement from‘ 25X1
Chief, Acquisitions Branch, CIA Library (Appendix D).

25X1

3. Data on domestic procurement f'rom\ \Chief 5
Domestic Section, CIA Library.

y. "pitle" and "item" classification for the tally listed in -
Appendix A f‘romT Department of State, 25X1

Library Division.

DEFINITION OF TERMS

"Ttem received" - one physical unit of ma.mterial rece:}vgd;' i.e., one copy
of a book, periodical, newspaper, etc., received. (Receiving workload is

measured in items received.

ibli i i xd; i.e. ) lete
nms dered" - one bibliographic unit orc.iered, i.e., one comp ;
bibligi:i;hgi identification recorded and dispatched for purchase action.
o

(Ordering workload is measured in titles ordered.)

: f each issue
i tion placed" - an agreement to purchase one copy ©
"subscr"lgzi.:l ?or a specified period of time. (Subscriptions placed do
of toneals)i;;oe'ither ordering or receiving workload. They are more properly
not me

0 a measure of monetary commitment.)
',r"'/"
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_ Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6 |mumenasssmy--it 0oy



i _- : AN

e SUPMI Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T0027 1R000100120004-6

SECRET

D TTR/5-17

Th U - .
e Consultants stated that: "The output of work per staff member in

;:Engcglrili:t‘lons Br«'“mch 15 10'(§re.r' by at least one-third than that normally
State Dom, .ieargh .]ﬂ.lbr*arles: ’ including comparable acquisition jobs su?h as
(A1th partment Library..." (Consultants' report, page 4li, Finding #2).

ough the State Department Library was stressed, the Consultants also
used the Yale University Library for comparative purposes.)

The Task Team studied the Consultants® method of computing work output
and the»wor'kloa.d figures used. We accepted the Consultants® basic method.-
ology, in so far as it (ul) undertock to measure work ocutput in terms of
volluzme of material processed and (2} sought to compare the procurement
activities of other libraries, procuring almost exclusively for themselves,
with that portion of the CIA procurement effort conducted on behalf of CIA
recipients only. We did find, however, considerable distortion in both the

Consultants® workload figures and the manner in which these figures were
used.

Our comparative analysis of workload figures has been limited to the
CIA and State Department libraries for the following reasons:

1, +the Consultants stressed the comparison with State 25X1

‘J\ 2, +the work output per staff employee was higher for State than

~ S as computed by the Consultants;

3. the procurement functions of State are more akin to those of
CIA than is the case

Tn compiling CIA Library worklcad figures, we have, where po§sible., e
the Library's official monthly reports as our data source. FozE" items not
covered in these reports, we have procured f“:i.gures f‘rt.)m.t}ule Chief, Acquisi-
tions Branch and/or the Chief, Domestic Section, Acquisitions Branch, as
appropriate. Workload figures for the Department of State Library were

supplied

| In so doing, these officers provided the Task
i i 3 4. Tigures
i a careful analysis and explanation of th§ 1:rox:kloa
Zi;gl‘;zghto the Consultants on the procurement activities of the State

Department Library (Appendix A).

i amines the Consultants' method and workload figures,
T8 reﬁgls.twgil?: zﬁgﬁ per staff member for the CIA and State Department
(2) reﬁ:ompu :neg the Consultants’ method with corrected workload figures,
L) o us‘tef work output per staff member for CIA and State using
and (3*?;ego$£§kload figures and the Task Team's method which distinguishes
correc

s rities and receipt activities.
petween order activities a
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THE CONSULTANTS®' METHOD AND WORKLOAD FIGURES

Tt
was ;:rmethod employed by the Consultants in arriving at their findings
Witﬁ h ¥y gene?ally, to compare the procurement components of CIA's Library
cse of the State Department ‘libraries and to 25X1

do so in terms. of work uni
- L ) units accomplished/per person/per yeer. More specil-
fically, the Consultants' method was: /per B [3ery F

) 1. to define roughly similar procurement activities at each
library;

2. to compute work units accomplished by these activities;

3. to estimate manpower consumed in performing these units;
and finally,

) 4. to compute an ammual work-unit figure per employee for each
library and to use these resulting figures as the relative measure
of work output.

The Consultants recognized that the acquisitions elements at
State are servicing the needs of their respective agencies only, whereas
CIA's Acquisitions Branch services a large number of government agencies in
addition to CIA. The Consultants sought to compensate for this difference
= by limiting the CIA work processed and manpower input figures to that
}3y portion of the Acquisitions Branch effort concerned with procurement for
CIA recipients.

The Consultants procured statements from each library of their FY 1956
work processed and manpower figures. (The sources of these figures are
attached to this report as Appendices A, B, and c.)

The Consultants then divided, for each library, the total number of
items processed by the number of people involved. By this method, they
arrived at the following figures:

State L4764 units/per person/per year {15 persons)
T s9 units/per person/per year ng persons)
CIA 061k units/per person/per year {26 persons)

The many differences of mission, 9pera?ing procedures, a?d ?ypes agd )

s of materials handled in the libraries compared mage it impracticable
Mo £ numerical comparison of work output on any basis other than that
s atte%p the Consultants - namely, the volume of material processed. It is
chosen er, that the Consultants have arrived at an erroneous conclusion
ieltaszoggvboéh data omissions and errors in interpretation of the basic

ecal

data used in +heir computations.
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for gi:t:r;z; é’:A*;;Tﬁizt:tlur}by khe Consulbtants cccurrsd becanse tl.“f":"r_?ata
figures ( Appawi;"m;._ﬁ..;;: -411‘1:’t::a5¢q ic like woits. Bobh the Stace and CIA
figures éxpr';w-,e Li :kn T- nd C) ..sar;:pplle% 'Eo ”t.:n:s Qonﬁ‘:%l,tant;:a_cc‘:;m;a:-..n *forkln:,ad
anits) and‘:;'w;lé-.-.ge ;L;iltS uf‘" ?;t:ems (receipt wnits), of "titles’ {order
different "C"V;;'Q’ :f ;‘Q-“; %Ijt?ﬁf’nﬁ *»Lw:vm?tary units, mos*i;_ xroperly ). These very
& straight :a r"{;:;'ix;m: ;fqllb»g;dnnc b b? 1rrten31xed and a»,;,d;s:eg. fc:-o G0e ancﬂozhexf on
results. For “&dl;lpl; -:wl.? %wa§ d.lit the umzsulﬁ:;gmts P w1l1:.h_-.:aut ‘ix.w\y:allﬂgt.ing

. Sxample, a library might order Life magazine af five different
times during the comrse of a fiscal year with an average of 3 copies
requested in each order. In terms of units, this would represent 5 titles
ordered, 15 subscripticns placed, and T80 items received. Av intermixing
of such differing units in arithmetic compiitations clearly invalidates the
resulting totales.

To arrive at total work units, the Consultants simply added The figures
on State and CIA {Appendicez A and G , respectively) without regard to the
basic differences in the types of units given. The following indicates
sowmething of the distortvion caused by this action:

Most of the State Department work units [Appsndix A) are expressed
in "items received" wnits. The Pigure on pericdiceis {12,275), however,
is a "subscripticn” figure, which measures neither ordering mnor
receiving worklcad, Task Team consulbaticns with State Department
personnel reveal that the ordering workload hers was 2,515 units
(includes newsrapers) and the receiving worklead figure was 216,138,

D In that the Congultants did not distinguisih betwesn types of uanits,
we do not krow which of these two workload figures they might have
preferrei. The fact remains, however, that the figure they 2id use
{subscripbicons) doss not measure workload for either the ordsring or
receiving functicns. T

Tn eddition to the distortion resulting from failura to digt:ing,uish
petween the various types of figures which both G.‘I‘A‘and, S‘t;at';e‘g fuarnighed to
the Consultants, there is the further problem that the CGIA figures were
incomplete in terms of the use made oﬁ" them. :Al,'t;hough DEWSPAPETS 5 f?rx
evample; are reflzcted in the State figures, 1ne~y wers not 1..‘ucluaed in the
CTIA tabulation., Yeh, CIA hoth crders and receives a huge volume of newsw

pAPEr'S .

RECOMPUTATION OF WCRK OUTFUT (Consulhants' Method)

method of computing work oufput per staff member was,

- indicated above, to divide manpower into a single worklcad figure,
as ind.eer” & 'es;n't:iz:&z the acquisitions functicu. The most legitimate
pwporte:@l;f ,r‘vt uq-'e 'wjx‘“h eich a method would seem to be the "items
Sing%eeg?;g}‘f;:&y.g " j & }- +he measure of the total take or “paylead” resulting
recelve Qul'ciy Lo=res

The Congultants’

from the acquigitiong eftort.

! - :
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The "i"‘ems l“eceﬁ'.v 510 o
& recelved” figures for acquisiti S
and CTA librars ce 4 .acquisitions components of the tate
libraries for FY 1956 are: (see Appendix E for breakdown)

State 257,279 items received
CIA 922,148 items received

These figures, when divided by the manpower totals used by the Consul-

tants for both libraries (St i
- ate: 15 persons; CIA: 26 person ive work
output figures as follows: P ’ peree ) & °

State 17,152 units/per person/
per year
CIA 38,159 units/per person/per year

On the ?asis of this single-figure computation, then, the work output per
person in the Acquisitions Branch is more than double that of State.

COMPUTATION OF WORK OUTFUT  (Task Team Method)

The Task Team has reworked this work output problem, remaining to
the extent possible within the Consultants' basic frame of reference.

However, to avoid the pitfall of adding together dissimilar types
of work units, we have distinguished between the ordering function and
the receiving function in our computations - a distinction the Consultants
sy did not meke. This distinction, of course, gives us two sets of workload
%):figures and comparative measurements for each of these two functions.
Figures used, recorded in detail in Appendix E, were compiled as indicated
on page TIR/5-1T above.

After consultation with State Department persomnel, we have reduced the
State manpower figure to 13 (a reduction of 2 from the Consultants' figure).
We have used the same manpower figure for CIA which the Consultants used,
refining it only to distinguish between ordering and receiving personnel.

Comparative work output figures, computed as abcve, are:

Ordering activity

State 1,966 units/per person/per year
CIA 3,26l units/per person/per year

Receiving activity

State 36,754 units/per person/per year
oI 68,L24 units/per person/per year

indi l > i i 1l are
i g indicate that, in the ordering function, CIA personne
Thes:sfii;rzé% more work units/per staff member/per year than their State
prggte;partsuaeand, in the receiving function, 86% more work units are
gZing processed per employee in CIA than in State.

ECRET
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FINDINGS
1. The Consultants® basis for their charge that work output per

emplc“:ry§e“is sub-standard in the ordering and receiving activities of the
Acquisitions Branch, CIA Library, is invalid.

2. The figures computed by the Task Team may be interpreted to mean:

(a) that CIA Acquisitions Branch employees are actually more
efficient in the performance of their duties than their State
Department counterperts;

(b) that a bias , attributable to mass handling of material by : '1[
CIA; results in speedier processing of material; el

(¢} that, since these figures represent per person averages
based on numerical totals for material actually processed, it is ‘
possible that CIA employees simply had more work to do, and that |
under a relatively comparable workload, State employees could
perform equally well;

(d) that a combination, of undetermined proportions, of the
three foregoing possibilities explains the differences in the CIA
“) and State output per person figures.

SECRET
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TOPIC 3

The Domestic Section should be moved 25K

t‘qwrfe prlnCLP?I gbjective in the minds of the Consultants in recommending 25X1
;naL'L@e Domestic Section be moved from the Stadium toFﬁ ‘
seqilring of space in the Stadium into which the Reference and Circulation

§?anche5 of the Library might be moved. This move of the Reference and

Circulation Branches was @ part of the Consultants' plan to establish a

central OCR information or customer service point. If it should be decided

to establish such a central contact point in the Stadium (this concept is

ncw being studied by Task Team :#11), it may, of course, become necessary

that the Domestic Section be relocated.

Aside from the possible dictates of OCR reorganizations, however, there 25X1
is little reason to move the Domestic Section\ The principal
gain in such a move would result from having all procurement components of
the Acquisitions Branch located together. There would probably be. certain
management advantages in such a consolidated housing.

However, the Domestic Section is now more favorably located in relation
:9to (1) the rest of the Library, (2) the downtown book market which its
‘““ rersonnel must visit daily, (3) the Agency components receiving the bulk of
its services, and (%) the Machine Division which participates in its account-
ing controls.

An alternative move to accomplish the physical consolidaticon of the 25X1
fegquisitions Branch would be to move the(Apgxggggggggwcomponents to thg

Teadquerters area. A very serious objection to this plan, however, ar%ses

from the fact that this would separate the] ~ |operation from its

primery customer for foreign publications ... the Fo?e?gn Documents Division,;00. 25X1
Tn addition, the[::::::::::::] elements of the Acqu}51tlons Branch are N

unigquely dependent upon FDD to supplement the foreign language capebilities 25X 1

of their personnel.

FINDINGS D51
(L) The advantages of the Domestic Section's present location in the

Hzsdguarters area clearly outweigh those of its collocation with
{2e0.3V%. o AR L1 ek
nuilding Ssctions.

T ing Sections in close

~\  mhe advantages of keeping the ' 5

gt{+ Pig thedForgign Documents Division outweigh the gain to be de- 25X1

p?oxgmiégm consolidating the Acquisitions Branch in the Headguarters area.
rive z

RECOMMENDATION

ded that the Domestic Section not be moved to

T+ is recommel

SECRET
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TOPIC

Eefine the dissemination and distribution
functions of the Acquisitions Branch and
the Document Division and study the
feasibility of merging like functions.

DEFINITION OF TERMS

Mrye .

.Dlssemina?lon? - the intellectual process of determining who is to
receive a publication. (This involves the scanning of text and the corre-
lation of contents with the needs of consumers.)

"Di§tribution" - the mail-room process of getting a publication into
t?e delivery system. (This may involve locating distribution symbols in a
fllg bgt does not require scanning for contents or knowledge of consumer
needs.

A. NATURE OF THE DISSEMINATION FUNCTION (Acquisitions Branch and
Document Division)

1. Acquisitions Branch

1:) a. Serials

Approximately 80% of the foreign serials, and 100% of the
domestic serials are received as a result of specific orders placed
by someone in this or the other agencies which the Acquisitions
Branch services. No dissemination is involved in this take because

the recipients are known.

Twenty percent of the foreign serials received are gratis
or sample copies, however, for which there is no previously estab-
1ished dissemination pattern. Therefore, the area coordinator (in
the Foreign Section) disseminates the initial issue of gratis and
sample copy meterials. Dissemination is made to Office, Division,
and/or Branch levels. The Acquisitions Branch area coo?dinator's
xnowledge of consumer needs derives more from h?s hgndllng 9f )
purchase requests than from any formalized compllatlog of §1ss§m1-
nation requirements as spelled out specifically er d1§sem}natlon
purposes by the various Agency components. The dlssemlnatlon.of
these foreign serials, of course, r§quir§s of persons performing
this function & collective familiarity with a very.w1de range of .
foreign languages. (To a very limited extent, serials are dlgsemi-
nated by the Dissemination Sectiog although most of thﬁ @and%lng. .
of serials by this section falls into the category of "distribution

as defined in this paper.

offices receiving serials disseminated as above are requested
'KD to indicate to the Acquisitions Branch their interest in receiving

SECRET
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:h: riielylng offices are asked to submit subscription orders if
ffyg? znglng'subserlptlon is desired. TFrom these actions, a record
¢ istribution is determined for future issues.

|

;

: |
Tuture copies of similar material. In the case of sample copies, - 'l
R

il

b. Eoocks '
|

All books received in the Domestic Section result from 25X1

orders placed; t@erefore no "dissemination" action is required. |
However, only 20% of the books received in the Dissemination Section i[

are ordered material, | | A
| |
The disposition of these books is determined as follows:- 25X1 e
The Library Selection Officer and[::::::}Screening Off'icer scan this ‘éXJ
take for their respective interests. It is cstimated that 25% of '
these non-ordered books are selected by this scan for incorporation
into the Library anq collections. Most of the remaining publi- 25X1
cations, with the exception of Russian and Far East materials, are
disseminated by the appropriate area coordinator, or by the Book
Unit, Dissemination Section, to offices known to have interest in
the subject and/or area content. Dissemination is usvally based
upon the item's title and/or table of ccntents. Familiarity with

(_T? numerous foreign languages is necessary in performing this function.
T The Russian and Far Fastern publications for the most part are not,
at present, disseminated\ ‘ 25X1

2. Document Division

Dissemination in the Document Division is limited to documents.

Dissemination in this Division is performed by professional
dissemination officers and is more highly organized than is dissemination

in the Acquisitions Branch.

Each Document Division disseminator has a disseminator's guide
ook containing the reading requirements served on the Division by the
various components of CIA., Dissemination in the Document Division does

not involve foreign languages .

o be disseminated are sent to these officers from the
Sereening Unit of the Processing Branch, Document Division. The documents i H
are received in batches - 2 pbatch being from two to eighteen documeFts P
of common source {State, Air, etc.) and packag?d in an envelope. With |
the variled requirements of Agency offices in mind, as recorded in the

; de book, the disseminstor scans each document in each plord

disseminator's gul > : .
batch received. He arrives at a dissemination pattern for each document
paged on its content. He records this dissemination pattern on a

"1adder—type" card attached to each document. When the dissemination

Documents &
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iﬁ; zzggmgit?heldoc?mentshof a batch has been determined and recorded,
the Préceé LS are ancgd into the envelope and the batch is sent to
0ff ts}ng Branch for distribution. Dissemination is made to

ice, Division, and/or Branch echelcms.

B. NATURE OF THE DISTRIBUTION FUNCTION (Acquisitions Branch and
Document Division)

1. Acquisitions Branch

a. Serials

Kardex files are maintained by the Acquisitions Branch as
a record of both receipt and distribution for ordered serials.
The records alsc serve for follow-up work, reference questions, , i i
and in the Domestic Section, for fiscal purposes. These files are
arranged in the Domestic Section alphabetically by title, and in i
the Disseminaticn Section alphabetically by title within country. e,

Serials received are logged into the Kardex files and then
mailed to the distribution points shown in those files. Distribu-
tion of foreign serials requires the ability to recognize for
identification purposes serial titles and dates in many foreilgn
languages. To a considerable extent, however, this can be performed

‘j) through eye-familiarity with type-patterns and serial formats.

' Distribution is effected to Office, Division, and in some cases to
Branch levels. Distribution of gratis and sample materials received
in "Y" Building is made in accordance with the dissemination deter-
minations of the area coordinators. |

|
i

b. Books

Books received as a result of Agency-originated orders are
matehed up with the Library purchasc request form on which the
requester’s name, office, and room number are indicated. The flimsy
or carbon copy of this request form .s attached to the book and serves

as routing slip.

Books received as a result of non-CIf requests are matched up
with the outside agency memoranda requesting purchase and are
forwarded in accordance therewith.

. [
Distribution of non-~ordered boolks ‘15 25X1
effected in compliance with the dissemination pattern as determined

by the area cocrdinators.

o, Document Division
Document 27 -2_—

Branch of the Document Division receives the

« Processing
The . ors for dietribution action. The documents

documents from the disseminat
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are --:'.A,«-\ . CO e o . R
r'ecogits rr%ﬂt’tea according to the dissemination card attached to each
Port.  IDistribution is normally not made to any organizational

echelon lover than division. FPamiliarity with foreign languages is,
of course, not required here.

8ot

FINDINGS

The follco)wing are the pros and cons, as we see them, of merging dissemi-
nation and distribution functions of the Acquisitions Branch with the
counterpart functions of the Document Division:

Dissemination Merger - Pro

. 1. Library and Document Division dissemination would be under a
single line of supervision. This might facilitate operational uniformity
and recduce supervisory overhead.

2. Dissemination of books would become more regularized. Books
would flow through the same dissemination "thought routines" as
documents.

Dissemination Merger = Con

D 3. The office recrganization effected to accommodate merging R
disseminators might result in the separation of indexers from dissemi-~ oo
nators. This would disrupt the concept of interchangeability between
indexers and disseminators now stressed in the Document Division.

. Books and documents are not easily compatible from the point
of view of physical handling.

Distribution Merger - Pro

5. All mailing operations would be under one line of supervision,
which should facilitate wniformity in mail handling, and possibly :

reduce overhead.

6. All receipt and distribution files for serials would be in one
place This Cantral S:rials file would comprise the Domestic and

Dissemination Section files, and the Document Division Standard Distri-

pubion File.

Distribution Merger - Con

n ordering and receiving personnel would be

. Coordination betvee . . . . .
! 1 ceparation into different organizational

more difficult because of their
compenents.
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RECOMMENDATIONS

.lf In terms of the present organization of OCR, we do not see
sufficient advantage in merging these functions to justify such action.

2, Whether or nct such merging would be desirable under a different
OCR orgenizational structure is properly left to Task Team #17. We do
feel, however, that this merger concept, as regards present Acquisitions
Branch and Document Division activities, at least, does not merit per se
a significant influence on the formulation of OCR organizational changes
which may come under future advisement.

SECRET
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E; reply refer to
May 10, 1957

25X1

s According to your request of May 9th, we are forwarding the following
in ormatlog on the Library Division's work rates. These figures reflect
the situation during fiscal year 1956.

Acquisitionss: 25X1

| . “ ordering, receiving,
recording of serials, etc. Materials ordered and received consisted of
the followings

1. Books and Pamphletss
8. Orderedoscececcsceccsssossasascacoa 0,132

D. GratiS.iececoccossececscocossssnesellsdl?

W'j! 2. Research documentsS....oecceccesesccscosss 75381 38,65/
3. Periodical subscriptionss
8. Ordered.c.eeoccecococcsosssscscsass 2,411 1,361
Do GrabiS.ececcecccsecscescscscocssssss 3,950 (estimated)i/a 2275
li. NeWSPAPETS.cecosccssoessscsacasavascsaass  ILh
5, Microfilm reelS.ceocccesccccsscscosccesss 109
6. Toreign Service , ebC.ccsareracscnseans. 18,052
Total 71,468
L7 25X1
59,193
| 5 170,46 E
2.76 4

r

»
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bositions on the serial record and| | i d
recei c an selection an
and agzgi gg:nt abou? 20% of their time (1.l positions) on ordered materials
and on roblp Of.thely time on handling blanket order and gratis materials

b ems relating to service, such as routing, inquiries about serials,

ete. Also, about two-third '
- s of the ord :
are not received by the Library. TS e mob o the Rtmany and

Cataloging:

2.1 b3 The hourly ?ate of cataloging for all types of cataloging is
Ll titles and 4,52 itenms, Since, however, this is a composite figure,

we are als9 indicating the appropriate rates for each of the three types
of cataloging, viz.

Titles Ttems

1. Wew or original cataloging. 1.78 2.2,
2. Recataloging. 1.05 3.15
3. Additions cataloging. L.L8 8.18
Overall rate 2.l L.52
«Q;) Interlibrary Loan:

The interlibrary loan function is performed by one position, and
the total transaction in FY-56 was 15,593 items. Of these, we borrowed
3,200 items and we lent 12,393 items.

References

The reference staff consisted of 6 postitons which handled a
total of 36,532 reference requests in FY-1956.

Sincerely yours,

‘ 25X1

Assistanl Chief, Library Division

5/10/57 25X1
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o TTR/5-~Appendix D

CIA Receipts - FY 1956

Foreign Special Procurement
Orders Receipts Orders Receipts
1). Books and Pamphlets
8) Ordered 3,013 3,013 2,611 2,611
b) Gratis . . — L
2) . Research Documents —_— — —_— —
| 3). Periodical Subscriptions
D a) Ordered 3,321 3,321 390 390
b) Gratis —_ —_— —-— —
LY. Newspaper Subscriptions - 4,980 11,980 735 735
5). Microfilm Reels ' — 283 —_— —
6). Foreign Service — — — —
7). Defense Publications —_— — — —_—
8) . Miscellaneous (press Summaries,
press releases, publishers!
catalogs, posters, etc.) — 109,290 ——— 118,903
9). Exchange (G.P.0. items and -
other U.S. Governmental publi-
cations procure?d for tx:ans-
el eTmln ot s e _
i STORET
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MEMORANDUM FOR:
SUBJECT .

S-B-C-R-E-T

C \ .
ENTR, 1 INTELLIGENCE AGENCY

OFFICE OF CENTRAL REFERENCE

TASK TEAM REPORT WO, & TR/ 6

26 March 1958

Adssistant Director, Central Reference

Final Report on Fiscal Policy for Publications Procurement -
Task Team No. 6

1. Membership

The Task Team consisted of the following members:

Organization and Methods Examiner, Management Staff

Liaison Officer, Liaigon Division, OCR

2. Method of Task Team Operation

Assistant Chief, Administrative Staff, OCR

%') *  The following procedures were followed by the Task Team in reviewing the
fiscal policy for publications procurement and evaluating the Library
Consultants?® findings and recommendations vertaining thereto:

&a.

b.

e.

Review by all members of the Task Team of the Consultants® Report, the
OCR rebuttals, and other bhasic supporting documents.

Assignment of various phases of the problem to individual Task Team
members for investigation and reporting.

Collection of data - the interview method was used for the most paxt
although considerable time was spent in reviewing files and records,
in examining procedures, and in studying published literature on
library operations. A list of persons interviewed is attached as

Appendia C.

Discussion of reports from Task Team members, establishment of Task
Team position, and preparation of draft report.

Submission of final report to AD/CR.

The recommendations contained in the body report are summarized as follows:
Y 1

a. The publications procurement budget for FY 59 should be maintained at

$500,000. (p. TIR/6-3,4,& 5)

§-F-(-R-E-T

-
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b.  An overs
the P:ﬁ‘égw stack area shoylg be established +o handle expansion during
prior to the move to the New Building. (p. TTR/6-5 16,7 & 8)

C. The .
. CXperience of the NSA Library in moving to new guarters should be

investigateqd a8 an aid in pls T i '
. * Planning the CIA Libra ve to the N
Bullding. (p. TTR/6-8) & Y mo © e

d. The .
The CIA Librarian fhould undertake to write and coordinate an Agency

;‘egulation on the procurement of domestic and foreign books, periodicals ’ ‘
Nd newspapers for Agency use. {(p.TTR/6-10) 4

€. The (.Iem‘;ra.l Reference Advisory Group should investigate the system of
Certlfylng burchases within Agency \components to insure that adequate

s

controls exist. (p. TTR/6-9 & 10) }

f. The Ppolicy on budgeting for Publications procurement as adopted by the 1
Central Reference Advisory Group should be retained. (p. TTR/6-9)

8. The budget for expendables and the tudget for the main collections should
not be Separate; the existing procedvie of centralized budget preparation
and execution should be retained. (p. TTR/6-10511 & 12)

h. The Office of the Comptrcller should be requested to provide technical
guidance in the setting up and maintenance of the fiscal records in the
Acquisitions Branch. (p. TIR/6-12 & 13)

i. The General Counsel and the Office of the Comptroller should be consulted
concerning the legality of the cash procurement procedure. (p.TTR/6-14)

ﬁ

25X1 o«
Chairman, Task Team Six
Attachments:
Task Team Report
Appendix A - Policy on Budgeting for Publications Procurement (CRAG 2-58) 25X1
is s Interviewed by Task Team Six
lﬂ ix ¢ ~ List of Persons In
o Appendix
| §-E-C-K-E-T
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b

$-E-G-R-E-T TTR/6-3
PROJE o
JECT SIY: FISCAL PpoLICY FOR PUBLICATIONS PROCUREMENT
PROBRLEM
To R
budz’:éd,y ali &spects of publications expenditure including the book
e » cas Procurement, ang fiscal controls; specifically to determine
A. The budget for Publications is too low.
B. The rate of purchase is in g
- £ ny way affected by staff and s
limitations. i e o spee
C. The present budget philosphy should be revised.
D. The budget for €Xpendables and the budget for the main collections
should be separate.
E. The fiscal controls and procedures in Acquisitions Branch need changing.

TASK TEAM FRAME OF REFERENCE

A.

A.

The Task Team has assumed that it is CIA and oCR policy to provide

the library services which the components of CIA may require, and,

to the extent possible > which other agencies in the intelligence
community may require, at a cest which meets the requirements of
national security as well as the requirements for econony in Government.

In studying the size of the publications procurement budget, the Task
Team confined itself to determining the adequacy of that budget to
fulfill the existing and known publication procurement needs of the
Agency, including the Library. The Task Team did not try to determine
the adequacy of the Library to fulfill the intelligence research and
operational needs of the CIA and the intelligence community.

The Task Team considered and used "book budget" as an inclusive term--
covering books, newspapers, and periodicals. We believe that the
Consultants used the term in the same manner.

The Task Team has proceeded on the basis that books, newspapers » and
periodicals are materials which are vital to both intelligence
research and operations. (The Consultants held this same view. )

IIT. Is the CIA Budget for Publications Procurement Too Low?

CONCLUSIONS

$500,000 is more than ample to fulfill the estimated CIA

1. requirements for publications procurement in FY 58.

The $500,000 FY 59 publications procurement budget is sufficient
and nece;sary to fulfill the FY 59 requirements of the program, as

presently estimated.

2.

S-E-C-R-E-T
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sity libraries. Such libraries are not

8. The datg about cIa Library expenditures for Pbublicationsg

to dc::velop its collections which were citeg by the Consultants
requires elarification and correction,

-

_
b. Comparing the annuai CIA Library expenditures for books and

binding with such eXpenditures by university libraries ang
comparing librarieg s &enerally,

X ng without establishin their
basic Similarities ig inconclusive. F\g\

2. The Consultantg!

the recommendation. (See APFENDTX B, Parts 2,3,

Tesk Team Appraisal of the Fy 58 Publications Proc

urement Budget
——> _budget
3. The current $500,000 Fy 58 publications Procur
developed and approved Primarily on the basis of the Consultantg!

recommendation. Thig Sum is ample to fulfill the Fy 58 publica-

tions procurement requirements of the Agency in the Opinion of
the Task Team, | /

ement budget wag

bending a minimm of $200,000 out
of the $500,000 budget to develop its collections

ool lens ¢ e a : | as those
collections" were de ined by the Consultants,
el E——

Task Team Judgment on the FY 59 Publications Procurement

Budget

5. The $500,000 Fy 59 publications
the basis of Previously established ang time
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e Efpggglon of stack space in Presently available areas can
™ some P BY reducing reading area or office type space.
come lnstances, sarety regulations prohibit the additigs
of stackg beecayge of floor weight restrictions.

d. A veeding programy has been apd ig being carried out in the

Main Library ang the Branch Libraries in order to make room
for neyw accessiong,

Tl.le resui.l.ts of +the Survey indicate that available space in the
lerar'y is approaching capacity. However, the assertion by
‘the Consultants that the rate of purchase for additions to the
co?.lections and the absence of certain basic materials is

constant for the pagt five years in spite of increasingly crowded
conditiong. This would seem to indicate that the rate of burchase
was determineq by basic Libxrary policy as to the size and content
of its ccllection. SJ".milarly, there is no evidence to show that
absence from the shelves of materials that the Consultants
considered to he of basic importance is primarily the result

of lack of shelf Space. The determination of what materials are
of basic importance ig made on the bagis of estabiished selection
criteria, and ap examination of the selection brogram indicateg
that materiais are procured without regard to space when deemed of
importance to the central collections,

The Consultantg® zlaim that stafe limitations affect the rate of
purchase cannot be substantiated, and no evidence was offered as
to how they arriveq at this conclusion. The rate of burchase

is determined by the Selection Secticn of the Reference Branch
consisting of two Selections Officers, Increasing the gige of
this staff would not, per se, incresse the rate of burchase
since this is a result of basic Library policy.

The Consultants® recommendation that the Agency staff should
actively participate in +he book selection for the centrsl
collections has been implemented, In & memorandum from the
CIA Librarian to all major components of the Agency in October
1957, it was requested that each component appoint members of
its staff to act as consultants in the selection Program. This
program has had a promising beginning and is serving as a means
for utilizing the knowledge of all members of the Agency staff
in adding books to the collection.

The weeding program, which has been c.:arri§d out'in the Main
Library as well as the Branch Libraries, iz a direct r*frsult

of lack of shelf space. Most of the matt?rials being discarded
are duplicate copies of books no longer in demmﬂzd, vc?lu{nes
superceded by more recent editions » and outdateqd periodicals.

‘Braknch Library is presently negotiating to

dispose of a 30,000 volume colleciion of captured Japanese

§-E=C-RE-T
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Mtel“lals.,‘and, if Successful, will gain enough space to

b ?j‘:lt:—: their exXpansion needs until the move o the new

u dlng:« In the opinipn of the Taslk Team, the weeding
prc.Jg}'am 18 & normal ang necessary procedure which not only

7. Although the Task Team was unable to substantiste the
Consultants“ finding that the rate of purchase of needed
books J:.s alfected by staff ang space limitations > an
ana.l}:rsa.s of the Present stack Spaces clearly indicates that
continued growtn of the Library collection will be limiteq
by space considerations., Assuming that adequate space hasg
been provided for an expandeq collection in the new building,
the immediate broblem is how to brovide for continued growth
during the next two-three year period prior to the move to
the new site, Several alternatives are worth considering:

&. Expand shelf space in Presently availsble areas by
rearrangment of the stacks to make rocm for more

D b. Establishment of an overflow stack ares in newly
1

8. The Task Team has discarded the first proposal since it does
not appear likely that enough space can be gained by thig
method to handle the normal expansion rate of the collection
for the next two-three years. The most exitical space
problem exists in the Main Library, which is almost 100%
utilized, and inmediate efforts should be made to obtain
more space to house this collection. The Records Management
Staff is presently surveying the Fourth Wing of M Building
to determine if more shelf Space can be obtained by a
rearrangement of the stacks, Preliminary results of this
survey do not loock promising. Conversion of reading room
space to stack areas-is not desirable ang. expansion of the
weeding program would in the long run be self-defeating.

9. The Task Team has concluded that the establishment of a new
stack area to handle the overflow from the Main Library offers
the best solution to the bresent space problem. Since space
is not available for a greatly expanded collection in M
Building, the following alternatives are suggested:

25X1

a. Utilize existing spaces| | If the 30,000

volume captured Japanese collection is disposed of,

there will be space to house an overflow in the existing

stacks. There is also a vaulted area of approximately 300
“ ' square feet preseatly being used as the Acquisitions
Branch conference room which could be converted to stack v

spaces. X

S-E-C -R-E-T
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b. Utiligze existing spaces in the Stadium. The
Catalog Section moved out of an area of approximately
1500 square feet, Although this space has been
real!.located to other units, room could be made
available for g stack area in the Stadium.

C. Request the Office of logistics to negotiate with

(1;]:;3\ for additional Space not presently occupied by

10. The decision ag to what alternative to choose is dependent upon

1L.

a.:r.1 estix.nate o:f'.'bhe Space required in the next two-three years.
This estimate > 1n turn, is dependent upon the policy determination
as to what the rate of purchase shall be during this period.

01:1e additional finding of the Task Team should be noted. In
discussions with NSA Library Personnel, many of the problems en-
countered by NSA in their move from widely dispersed quarters to
a central building appeared similar to those which will be faced
by CIA in its move to the new building. One result of their
move was that a large number of books on ‘loan to user offices
were returned, thus greatly expanding the on-the-shelf holdings
of the central Library facility. This and other experiences
seem worthy of further investigation by members of the CIA
Library Staff in Planning the move io the new site.

C. RECOMMENDATIONS

1.

An overflow stack area should be established to handle expansion
during the period prior to the move to the new building.

2. The experience of the NSA Library in moving to new quarters

V. Should

should be investigated as an aid in the planning of the CIA
Library move to the new building.

the present budget philosophy be revised?

A. CONCLUSIONS

1.

The OCR budget philosophy for publications procurement, as set
forth in the Central Reference Advisory Group issuance entitled
"Policy on Budgeting for Publications Procurement" (CRAG 2-58
dated 13 January 1958), is a clear statement of OCR responsi-
bility and procedures in this field. (See APPENDIX A)

The budget philosophy as adopted by CRAG establishes a satisfactory
method for the development and execution of the book budget.

The book budget is and has been under the control of the Assistant
Director, OCR. This is contrary to a finding of the Library

Consultants.

S-E-C-R-E-T
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B. FINDINGS

1. In connectic?n with "mplementing certain of the Consultants’
:fr"ecomnem.iatlc?ns > ar  examination of the budget philosophy
Or publications Pr  urement was undertaken by Management
Staff ang Acquisitions Branch officials prior to the formation
of the Tagk Teams. As a result of their investigations > a '
draft policy statement vas prepared and submitted to the AD/CR.
After jche Task Teams were organized, Task Team Six was requested
to review the draft and make any necessary changes. Minor
cl:langes were suggested by the Team and the redraft was coor- 4
dinated with the 0/DD/I, Office of the Comptroller, and
certe.a.in cognizant officials in user offices. The final
version was submitted to the AD/CR and adopted by CRAG at
1ts first meeting on 18 January 1958,

2. In connection with the OCR budget Philosophy, the Library
Consultants stated that "the book budget is not under the
control of the Assistant Director, OCR, which is contrary to
normal research, library practices.” Although no evidence
was offered to support this statement, it appears likely that
the Consultants were referring to the procedure whereby OCR
requests user Offices to participate in the development of
the book budget by submitting estimates of their future
requirements. Since OCR has the responsibility for procuring

47 required books and periodicals as a centralized procurement

service and must bear the cost of these requirements, the

Consultants concluded that OCR does not have control of the

book budget. The statement of Policy as adopted by CRAG

clarifies this point by stating that "OCR will be responsible
for the preparation of the budget estimates for the CIA
publications procurement program", and "will establish and

control the sub-allotments for the operating components® .

The total funds for the program are allocated by the Comptroller

to OCR and the administering of these funds is the responsibility

of OCR officials. Should insufficient funds be available for
the operation of the total program, a procedure exists whexreby

OCE may obtain additional funds from the user offices to meet

their requirements. This procedure is necessary only when the

total requirements for the program have been underestimated or
when the budgeted allocation has been limited by higher authority.

3. In OCR's annual presentation of the bock budget, the Task Team
found that OCR hae experienced difficulty in Justifying the
program to the Office of the Comptroller. Most of the review
concerns the system of the control ("How many copies of the N.Y.
Times are bought and why?") rather than the relative importance
of books, newspapers, and periodicals to the intelligence effort.,
The attitude of the Office of the Comptr?ller seems to be that
since user offices are not expending thc?lr own funds for )
publications, there is a lack of rgstralnt» in requestingpub?_lca_

f\ %ions for office use; i.e., there is excessive wastefulness in
the progran. The Task Team found that a control system does exist

m Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R000100120004-6
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limitations. The Consultants condemned this Process as shortsight-
edness and Pointed out that "when the total spent for books is
compared with the grand total needed to operate the Agency, the

sum becomes insignificant indeed," The Task Force concurs in

this finding.

in clearing up misunderstandings and establishing policy and
brocedures for the Preparation of the book budget. As a follpw-up
to this action, the Task Team feels that the publication of an
Agency regulation on the total publications Procurement program
would be most helpful in giving the activity a firmer base from
which to operate > and in developing a clearer understanding by

3 Agency employees of this activity.

C. RECOMMENDATTONS

1. The CIA Librarian undertake to write and coordinate an Agency
regulation on the procurement of domestic and foreign books,
veriodicals, and newspapers for Agency use explaining the purpose
and scope of the publications brocurement program, detailing
responsibilities of OCR and user offices > and providing procedures

for publications procurement.

2. The Central Reference Advisory Group investigate the system of
certifying purchases within Agency components to insure that

adequate controls exist.

3. The policy on budgeting for publications procurement as adopted
by the Central Reference Advisory Group be retained.
Should the budget for expendables and the budget for the main collections

VI.
be separate?

A. CONCLUSIONS

ion of separate budgets for expendables (in the operating
. nggzzes) and for the main OCR collections will not automatically
increase the funds available for the OCR collections.

S-E-C-R-E-T
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Separating the budget for e
Collectiong Wwould further ¢
the Acquisitions Branch,
centralizeq Procurement

¥pendables and the budget for the main
omplicate the bockkeeping procedures of

and would hamper the effectiveness of a
service.

The procedure for developi .
> d 1ng the book RAG
& workable systen i bng the book budget as adopted by CRAG is

a -em incorporating the advantages of centralization
and, at the same tine, maintaining adequate controls.

B. FINDINGS

l'

The Consultants bresuppos
Publicationg Procurement"
operating components s aft
for the OCR collections.

ed a large sum of money, labeled "CIA
from which purchases are made for the
ey vhich the remaining money is used

The Consultants believegthat if the
operating offices control their own funds for purchase of publica-
tions and reduce the volume of such burchases, the smaller amount
of expenditure > when subtracted from the total amount for "CIA
Publications Procurement” will leave a larger residue for use by
OCR to supplement its main collections. In fact, 1f there were
two separate budgets (i.e. s one for each of the operating offices
and one for OCR) > €ach would have to be justified in accordance
with normal budget Jusitification procedures. Thus, OCR would have
to justify funds for its main collections in the same manner as
at present. Whether or not this would result in an incresse in
such funds would depend solely upon the quality of OCR's Justifica-

tion rather than upon the amounts requested by operating offices
in their budgeting.

The procedure whereby offices would brepare separate budgets for
their publications requirements could be effected in several ways:

a. The offices could set up separate allobment accounts for
publication procurement and suthorize the Deputy Chief,
Acquisitions Branch %o obligate against the authorization.

This would result in the establishment of 50-60 new allotment
accounts with conseguent increased bookkeeping responsibilities.

b. The authorized funds obtained by offices as a result of their

budget justifications could be transferred to a centralized
allotment account controiled by OGR. If an office should require
more funds for publications procursment, it would be required

to transfer additionzl funds to OCR. Under the present system,
increased requirements in cne office can be met from surplxlgs funds
in other offices, i.e., the present system is more Flexiblé.

c The accounting responsibilities of the Acqukitions Branch could

be decentralized to the Office of the Comptroller and the Acquisi-
tions Branch act as a procurement agent only. This would result
in increased paper work and a slow down in the procurement
procedure that would grestly hamper the effectiveness of the

program.

S-E-C R-E-T
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The statement of i
R I policy ang
Procurement 2 8s adopted by th

January 1958 (see APPR
desired object IDIX 4)

and the OCR co
centl‘alization

Procedure on budgeting for publications
e Central Reference Advisory Group in
» 1s a better system for achieving the
lves 1.:han the system of separate budgets for expendables
llections., T% has the advantages of greater flexibility,
0?’ acc.:ounting, and better utilization of library
10g 1n a more economic administering of the program.
Of high _Seems too cumbersome, it is because of the requirements -
th exr authority for adequate controls and sufficient justification of
€ Pprogram.

C. RECOMMENDATTIONS

1. The budget for expendables and the budget for the main collections
should not be separate. The existing procedure of centralized
budget preparation and. execution should be retained.

VII. Do the fiscal controls and procedures in Acquisitions Branch need changing?

A. CONCLUSIONS

1. The Management Staff survey of the record-keeping procedures for
: publications procurement, as carried on by the Deputy Chief of
the Acquisltions Branch, has succeeded in rartially reducing the
- burden of record-keeping in the Branch.

2, The fiscal controls and Procedures should be further studied by
Agency experts in the field of accounting.

3. The cash procurement Procedure is being utilized to its fullest
practical extent under present operating conditions.

L. The legal status of the cash Procurement operation needs
clarification.

B. TFINDINGS

1. The Consultants recommended that "the proposal of the Management
Staff to underteke a detailed study of fiscal control and
bookkeeping as now practiced by the Acquisitions Branch" be
implemented. This was accomplished in part in the summer and
fall of 1957 and culminated in the publication of a Management
Staff Report entitled "Accounting for OCR Publications
Procurement’ dated 1B October 1957. The objectives of the
study were:

a. "To reduce the burden of the Deputy Chief, Acqusitions Branch,
CIA Library, in managing '1'Jhe fiscal records for Agency
publications procurement. }

b. "To devise a more efficient subscription renewal procedure
1"5 . for foreign publications and domestic annual publications."

% ~
S-E-C-R-E-T \
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2. :
As a result of this gtudy, menmbers of +he Mansgement Staff have

been - P
certa;’grﬁ:nim.tl; mewhers of the Acquisitions Branch to impiement
: 158 recommendations. The main = X!
DIMET WBe  Lhe maln accomplishments tc date
are as followg: o

25X1
8. The bookkeeping ang management
5 has beer} delegated from the Deputy Chief, Acquisitions
ranch to the Chier, Special Procurement Unit. 25X1
b. A procedure has been devised and iz in the process of being
installed for machine accounting for foreign subscriptions.
¢. Steps are being taken to improve the procedurss for machine
accounting for other foreign procurement: 25X1

d. A I}lOI‘e. economic gystem has been devised for creating and
maintaining the eyrillic list of Russian publications.

€. BSome accounting reports previously prepared manually by the
Deputy Chief, Acquisitions Branch, and Chief, Domestic Section
have been converted to automatic machine nmethods.

3. Although improvements have been effected in IBM accounting systems
- for the Branch, the major problem of siuplifying manually kept
(B fiscal records has not heen completely solved, and the Deputy

Chief, Acquisitions Branch, continues to devote a major portion
of his time in preporing and maintaining budget and fiscal records.
Guidance from the Office of the Comptroller is reguired to perform
a technical anslysis of accounting operations in this Branch. This
would have the dual advantage of improving the bookkeeping procedures
and of establishing closer contact between the Office of the
Comptroller and the Acqui.sitions Branch.

4., In their study of the acquisition pProgram, the Consultarts found
that "full utilization of the cash purchase procedvre is not made",
and recomnended that "more books and other wateriai. .e purchased
through the cash procurement procedure",‘[ 25X1

25X1

25X1

! S-E~C-R-E-T
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Cash Procurement, 40 presen

x| et 9 [~ \ ooy y
S che mein sdvantage <Y practized in the Domestic Section,

Of domestis Prona e less red tape. The glternative method

time apg pe:op‘ie‘.be;fﬁ-{: o XY purchase ordsr procedure y bakes more

larges tmin?‘u—foka‘ll;& ?‘T' & greater volume of paper involwed,

The main élexr) oz Dd v ARG more detoiled accounting procedure.
ments of the cash Preocurenment system aye:

8. Cash is made valish

le to the Do ic i
use of an wvonLLL. : mestic Section through the

ed revolving fund amsnting to $4500.

b. Its use ig

l "_' @ 5 items svailgh 1 ¥ 1
i imited to items svailahle in the Local book

C. Regquiremente of isw
X Lo8 Of law and Agency remulskions 1imd water ug
of this procedure. Y reguisbicns linit greater use

In their sty il mgh 1

 questiones };.Sy O.x.-thﬁ: Cash procurement operation, the Menagement Staff
roh"b .Te 1€ procedurs on the grounds +hat Agency regulstions

gin i 1J;.h the use of unvouchered funds for "administrative convenience".

s ce they fcf:el that the use of this fund is mainly & matter of
dministrative comverience® » they are proposing that it be changed to

vouchered funds by sither: ‘ - -

a. Abolisghing the revelving fund and establishing a modified version
of the purchase order system, or

b. Establishing a vouchered imprest fund as 2 replacement o the
unvouchered revolving fund. B )

The Task Team feels that the abolishing of the revolving fund and
establishing a purchase order procedure iz not g good snlution
since it would incresse the work load of the Domes_.tic Secfion.o
Establishment of a vouchered imprest fund would retain all the
advantages of the pressut system and resolve the legol questions
involved. However, Agency regulationg 1imit imprest funds to

$500 although "exception o this limitation m2y be requested with
Justification on the bazis of the particular situsition involved!.
Since no less than $L000 is needed +o run the operation, an exception
to the regulation would have tc be obtained from the Office of the
Comptroller in order to set up the fund. Nc efforts have been mode
by OCR or members of the Management Staff to discover if such an
exception 1s possible. Inasmuch as the legality of the procedure
is in doubt, rome sciution o the probiem should e made in the
near future.

C. RECOMMENDATIONS

l.

The Office of the Comptrolier .e:ho;ﬂ.d b2 requested to provide techni-
cal guidance in the smetting up and mainfenance of the fiscal records
in the Acquisitions Brgnch, (with the major objsetive to relieis the

Deputy Chief, Acquisitions Branch of some of hisg bookkeeping duties).

!
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2. The Genersl Counsel ang

oncerning thethe Office of the Comptroller should be

consulted ¢ .
Should it pe determined tg;e@allty of the cash procurement procedure.

steps sho at this is a misuse of unvouchered funds
uld be taken to establigh & vouchered Imprest Fund of $1+,(,)OO. !

{
/
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CRAG 2-58
13 January 1958

C'ENTRAL

II\TTELLIGENCE AGENCY

CENTRAL REFERENCE ADVISORY GROUP

Policy on Bufgeting for
Publications Procurement

At its 7 January organization meeting, the Central Reference

Advisory Group adopted the attached statement of policy on budgeting

for the procurement of publications.

I have directed responsible OCR officers to implement it, in

)

a1
Gl
]

o N

consultation with responsible officers in the various components of

the Agency, at the earliest bracticable date.

Paul A. Borel
Assistant Director
Central Reference

Distribution:

DD/I )
DD/S

IAD's

Chief, FI

S-E~C-R-E-T
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7 January 1958

POLICY oy BUDGETING FOR PUBLICATIONS FROCUREMENT
1. General ;
J=heral

The 0ffi
lce of Central Reference is responsible for providing books,

i R
Periodicals, and other Publications required for use by all components

of the L
Agency.™ Development of the Publications procurement program,
in i
cluding the preparation and execution of the budget, will be accomplished
by OCR after coordination with CIA operating o:‘?fici&ls.2

2. Budget Preparation:

8. OCR will be responsible for the Preparation of the budget estimates
for the CIA publications Procurement program for all phases of the budget
i% cyecle (preliminary estimates, operating budget, revised estimates). These
estimates will be based on:
(1) past expenditures as reflected in the records maintained by OCR;
(2) known trends in the publications procurement program; and,
(3) new or discontinued requirements of the Agency.
b. Preparation of the budget will include separate estimates for
operating components of the Agency, the OCR central collection, and the

3

foreign publications selection program.

goperating officials include: Chiefs of Senior Staff and Area Divisions
under the jurisdiction of the DD/P; Assistant Directors under the juris-
I; Staff Chiefs, the Comptroller, the General Counsel,

jction of the DD/ X -
:;; ;j_rectors of Offices under the jurisdiction of the DD/S; and the Dp/C.

S-E-C-R-E-T
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S-E-C-R-E~T 5

C. OCR will ;
be responsible for the coordination of individual estimates

for operatin .
& components with oIa operating officials at each phase of the

budget eycle
(see attacheq sample correspondence). Operating officials will

Propose revi i .
€vised estimates, if necessary, based upon anticipated changes

in their requirements.
d.. S . -
ubmission of the total Agency publications Procurement budget
will b
e made by OCR through the Deputy Director (Intelligence) to the
Comptroller.
e. The Comptroller will allocate the approved Agency publications
brocurement funds to OCR. OCR will establish and control the subellotments

for the operating components and notify them of the approved amounts.

3. Budget Management:

a. As publications are ordered by operating components, OCR will
charge the costs to their sub-allotments. Publications selected by PPO's,
or ordered for the OCR collection will be charged against the OCR sub-
allotment.

b. When the funds for an operating component are nearing exhaustion
by purchases against its sub-allotment, the component will be notified.

On exhaustion, additional purchases for that component will be at the

option of OCR, unless the component mskes supplementary funds available

to OCR.

S-E-C-R-E-T
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DRAFT form letter

( February 1958)

MEMORANDUM FOR:
ATTENTION:
SUBJECT: Publications Procurement Budget: Sub-Allotment

for .

‘ The following report of sums involved in procuring publications b
N ‘_4 required by your component during the first half of the fiscal year is e | .
' < submitted for your information. '

Budget sub-allotment $ ' ,

Newspapers, 12 months $

Foreign subscriptions ordered

Other subscriptions and books,
July-December

Subscription renewals due,
January-June

Total funds committed $
Balance available for new selections,
January-June $
Paul A. Borel
= Assistant Director
G Central Reference
s
‘ S-E-C-R-E-T
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S-E-C-R-E-T TTR/6--APPENDIX A-6
DRAFT form letter
MEMORANDUM FOR:
ATTENTION:
SUBJECT: Publications Procurement Budget: Sub-Allotment
for .

1. Expenditures and net obligations to serve the requirements of your
component for publications during the fiscal year just completed total $ .

2. The budget sub-allotment to serve the requirements of your component
for publications during the current fiscal year is $ o

E’ Paul A. Borel
Assistant Director
Central Reference

S-E-C-R-E-T
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S-E-C-R-E-T TTR/6--APPENDIX C
l

LIST OF PERSONS INTERVIEWED BY MEMBERS OF TASK TEAM STX

O/DD/T

Assistant to DD/I (Administration)
CIA LIERARY

Librarian

Deputy Librarian

Chief, Acquisitions Branch

Deputy Chief, Acquisitions Branch

Chief, Domestic Section, Acquisitions Branch

Chief, Cash Procurement UnityDomestic Section, Acquisitions Branch
Chief, Purchase Order Unit, Domestic Section, Acquisitions Branch
Chief, Selection Section, Reference Branch

Assistant Chief, Selection Section, Reference Branch

Chief, Catalog Section, Acquisitions Branch

Chief, Sexvices Section, Circulation Branch

ORR
Chief, Administrative Staff

>

Executive Officer

ocT

Office of the Comptroller

Acting Chief, Budget Division
DD[P
Area Case Officers

Department of State

Librarian
Deputy Librarian

National Security Agency

Deputy Librarian )
Ch?elf , Collection Division
Chief, Acquisitions Branch

Department of Agriculture

g;.iibrarian

Chairmen and Members of Task Te
s-E4¢-R-E-T

ams Four, Five, and Seven
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